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PREFACE

This h-andbook was prepared to assist those coordinating the

VITAL Career Information Center program in participating schools

and agencies. It is designed primarily for use by counselors or

other' coordinators as an instrument for presenting VITAL occupational

information to students who are interested in gainful employment

0 after leaving school. This applies particularly to those students

in junior or senior high school who are searching for careers to

enter. elementary school personnel may also benefit from the handbook.

The handbook provides information which the coordinator can share

with students) teachers, librarians, 'and other professional

personnel as a part of the career guidance and education programs.

The information provided in- the handbook brings together the

data and materials developed by the VITAL Career Information Center

in Conjunction with those of similar centers in some thirty-three

other states. Since career information is an essential part of

the career guidance program, efforts have been made to relate the

handbook contents to the,goals and objectives of this program as

stated by the Student Services Bureau of the Louisiana State

Department of Education in its guidebook.* The materials supplied

in the handbook provide a sou-ne of aids suggested for implementing

the career information aspects of the career guidance program. These

supplement recommendations made in the guide developed by the Student:

Services Bureau. It is hoped that this handbook and the materials

included will provide a standardized basis for systematic dissemination

of career information to those needing the data and materials

provided by the VITAL Career Information Center.

* See Appendix B, pp. l75-184 for "Objectives" of Louisiana State
Plan for Career Education and "Guide for Career Guidance,
Student Services Bureau, Louisiana State Department of Education
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VITAL CtUE.E' INFCR".ATION CENTLR

I. BACKGRCUND

The VITAL Career Information Center was established July 1,

1971, as an exemplary project funded under authority of the

Vocational Education Act Amendments of 1968. VITAL is/an

acronym for Vocational Information Techniques Applied Locally.

The !VITAL Career information Center was established for the.'

securing of reliable. relevant. local occupational information

frcm employers and furni-ring this to students, teachers and

counselors in an easily readable form on microfilm'aperture

cams, called Viewscripts. An aperture card is a data process

card with a small film windcw near/one end which contains

microfilmed occupational information. This process mites it

possible for up-to-date, valid, localized occupational informa-

tion to be sect.red, produced. disseminated'and made ava1lable,

cr a large --ale,using modern technology.

The project was initiated as a joint effort of nine parish

school boards in the Baton houge region and\the Louisiana State

Department of Education. This cons6rtium was proposed by

ast haton Rouge garish School Board guidance supervisor for

establishment of the project to serve as a mbdel for statewide

application of its services. The directorate was made'up of

superintendents for the'parishes served -- Ascension, East Baton

rouge, !Last Feliciana, Iberville, Livingston, Pointe Coupee,
,

St. Helena, West Baton Rouge, and West Feliciana--and a

\representative of the State Department of Education. Guid nce

1
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(Student Services) Bureau, coordinating supervisor and the VITAL

director. The number of participating parishes has continually

increased since the establishment of the program. (See

Appendix--p. 79 "Organizational Chart VITAL"). An Advisory

Committee was also established (See Appendix, p. 112
7'

"Organizational Chart Advisory Committee").

Housing and clerical supplies have been provided by the

Louisiana State Department of Education, Student Services Bureki.

They are no14 supporting extension of the Center's services

statewide as part of career guidance program" with financial

assistance for additional professional personnel and materials.

The equipment for photographing, processing, and reproducing

microfilm aperture cards containing Viewscripts--localized

occupational information--along with the reader-printers used

to view and make copies of the Viewscripts, was obtained at

the beginning of the project. Additional reader-printers or

readers obtained by schools for the use of the microfilm or

microfiche materials will need to be purchased by participating

schools or school systems. The Center will furnish the cards

to those who purchase the necessary equipment to use these as

funds and personnel permit (See Figure 1. VITAL Career Information

Center with Satellites).

II. NEED

The task of making a career decision in a growing and changing

society is a complex.one?* With the advent of automation and

technological change, job opportunities have been drastically

altered. For example, hew indUstries have generated new

employment opportunities whileHt the same time many thousands
---

of production-type jobs have completely disappeared-. --In. many

*See Appendix, on "Need for Career Guidance," pp.173, 176
**See-Appendix, on "Nature of Career Guidance," p. 176

2.
1A.0--



SATELLITE

VITAL
PRODUCTION CENTER

Functions:
Collects General Information
Write S VIENscripts

Microfilm Scripts
Produce Duplicards
Disseminates to Satellites
Provides In-service for
Satellites

Equipment:
- Processor Camera

Card Copier
Key Punch Equipment

Satellite = Intermediate Service -.no Information Collection Lenten Collect
local information and send to Center for inclusion in its VTTAL
deck. No microfilm equipment necessary.

User = Schools and/or agencies having microfilm readers and/or reader-
printers.

= - Dissemination of VITAL decks and provide in training to
users.

=,Feedback from users concerning implementation of the system, in-
service needs, quality control of microfilm documents, additions
needed in occupational covcragc, and information input if available.

= Flow of feedback from users and the local information from Satell'te
for inclw,ion with general information collected by Production Center
to form VIEW deck unique to their locale. Return of microfilmed
decks to Satellites.

Figure 1 VITAL Career Information Center with
Satellites
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occupations the amount and type of education and training

needed to enter the occupation have changed. The composite of

these chane:e factors necessitates a systematic approach to

maintaining current occupational and educational information.

such a system would make available to those confronted with a

career decision the best information on which to make career

choices as part of the career guidance and education process. *

in making a career decision students must be informed about

a variety of aspects of the world of work. They need to know

which occupations have an oversupply of workers as well as those

where shortages exist. They need to be aware of the various

types of new occupations being created by a technological,

society and those where a.need no longer exists.

Providing students with career information that is current,

accurate, and readily understood has been the goal of vocational

guidance specialists for many years. In many school systems

the provision of appropriate career information materials is

more a goal than a reality. Available materials come from

diverse sources in varying formats and usually lacking specifi-

city to the local situation. Yuch of this occupational literature

also is out-of-date because of the inescapable time lag inherent

in conventional production and dissemination procedures. any

current materials, having been prepared for recruitment purposes,

cannot always be relied on for the objectivity desired when

students must make choices using factual information. The most

important aspect of career choice is to knowlocal and regional

opportunities and requirements for employment.*

* See Table 10, p. 168
** See chart Jr). "Need for Career Information, Guidance and Education,"

p. 172 . -
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A related problem arises from difficulties in filing and

retrieving occupational information. Although numerous procedufes

have been employed, a majority of the students make limited use

of the information contained in typical occupational files.

Abundant evidence exists to substantiate these and :elated

weaknesses of current programs providing occupational information

to students, 83% of whom in Louisiana will not complete college. 1

In 1965, San Diego County (California) initiated the first

VITAL-"like" program, which was designed to alleviate many of

the criticisms about occupational information. VITAL--an

acronym meaning "Vocational Information Techniques Applied

Locally"--is a system designed to collect, abstract, synthesize,

produce, store and disseminate career information in Louisiana schools.

This system, which utilizes the microfilm aperture cards as

the mode of presentation, has met with rapid, widespread

acceptance. School systems in more than thirty-three states

have initiated a microfilm occupational information system and

other states have such plans.

III. ADVANTAGES OF VICROFILV APERTURE CARD

The advantages of utilizing the microfilm aperture card as

a delivery system 'for disseminating career information include:

(1) economy, (2) compactness, (3) versatility,: ease of

updating, (5) fast and accurate filing and re rieving, and

(6) computer adaptability.

A. Economy. A single microfilm aperture cLd can contain up to

nine pages of career information capable of being viewed

repeatedly by numerous users. Thus, it makes possible a

wide dissemination without the use of a printing press with



its inherent high costs of paper and processing. Microfilm

can be processed and disseminated at a fraction of the cost

of printed materials.*

B. Compactness. Up to nine 8i" x 11" sheets of paper can be

replaced by one 3" x 7" aperture card. Consequently, one

small filing cabinet can contain information that, if in

paper form, would require extensive storage facilities.
**

C. Versatility. The use of microfilm permits the dissemination

of information via a viewing screen. If the user wishes, a

paper copy from a reader-printer for personal use may be

obtained with the microfilm copy being retained in the file

for other users The data is adaptable to microfiche, reel

and cartridge tape.

J. Updating. The distribution capability of microfilm eliminates

the need for reprinting thousands of copies for each change

needed to update the information. In most cases, the

original document can be microfilmed with only the new

information being retyped. This is usually done annually

or as needed.

Filing and retrieving. The key punch capability of the

microfilm aperture card allows for the automated filing and

retrieving of information through the use of data processing

equipment. In addition to job title, other data can be key

Punched into the aperture card. This keypunched data,

either singularly or in various combinations, can then be

used as selection factors '{n retrieving cards from the system.***

*See Appendix, pp. 101-L, "Format of Microfilm Viewscript"
**See Appendix, p. 102, "Aperture Card Layout"

***See Appendix,pp. 105-107, "Microfilm Aperture Card Data for Keypunch"

6
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F. Computer adaptability. A computerized system, with its

more extensive capability and speed for data storage,

retrieval, and analysis, may be interfaced with the

microfilm aperture card approach, thus adding value and new

dimensions to both systems. A microfilm aperture card

which combines the use of microfilm with a data processing

input document can reap the benefits of both systems. A

computerized "student data base" can facilitate the career

search by using student data to sort out and list suitable

occupations for investigation. See "Student Infonnaticn Fbrm,"pp.161-163

IV\ DEVELOPMENT--The steps in development of the VITAL Career

,Information Center were:

A. IMPLEMENTATION

1. The need for current, valid, easy to read occupational
information in the schools was determined as the result
of meetings and workshops with counselors and others in
the school system and assessing the expressed interests
and needs of students by the originators of the program.

2. After application for funding of the project had been
approved, the Center was established by a directorate.
A director-resource writer was hired by them, and the
equipment purchased for operating the Center, which
was housed in the Louisiana State Department of
Education, Guidance Bureau. Participating schools were
also provided equipment and supplies. (Fig. 3, pp.79, 186)

3 The objectives for the Center were set up and approved
as stated below. Plans, procedures and schedules were
established to meet these objectives. (Fig. 4, p. 80, 186)

Objectives

To provide current, reliable, local and regional career
information for use in schools by students, teachers,
counselors and others.

To disseminate career information on a large scale
using modern technology.

To furnish materials for more effective career guidance
services.

7



To provide for feedback concerning career-oriented
students by a follow-up system for use in effectively
influencing the career development of other students.

'To improve effectiveness of counselor as a facilitator
of career guidance and education in the school through
interaction with faculty, students, and others.

To develop lines of communication with counselors,
faculty, and the community so that they will be involved
in\the ongoing career guidance, training, development
and placement of students in occupations leading to
careers,

To develop data to be furnished educational institutions ,

on new advances and techniques in vocatipnal-technical
fields from which new programs and curricula may be
developed,

To establish a foundation upon which a, statede program
of occupational information can be evolved by\extension
of the services of the Center.

H
4. The literature. was researched and a study was made to

acquire pertinent general occupational information
from all available sources. (See Bibliography, pp. 180-203)

5 Recommendations for the program and data were obtained
on more specific types of occupational information
available from other VITAL-"like" centers, labor, trade,
commercial, vocational, educational, employment,
technical and professional associations and organizations.

6. A study was'made of the type information needed by the
. target population of non-college bound students, their

average reading level, and skill-training types. The
present and future manpower demands and needs of employers,
and entry-level job opportunities in the regional labor
market were estimated from available manpower, labor market
and census data. A list of entry occupations to be
covered by the VITAL Viewscripts was made. A determination
was made as to the types and number of employers from
whom local occupational'information on entry jobs was
needed. (See Tables lAB 2, 3,4, pp. 81-84 and Figures 2AB,
PP. 10AB; and Figure. 4, 80 in Appendix)

7 A representative sample f business, industrial, and
governmental establishMents were selected for surveying.
(Tables 3, 4, 5, 6, pp. 83-86)

8. Two"OccUpational Information Survey Forms" (Forms 1, 2,
pp. 90-96) were developed and approved by consultants
and advisors.

9. A publicity campaign was engaged. in to stimulate the
securing of localized occupational information from
employers in the region. Promotion talks were made

8



before employer, educator, counselor, and civic
organizations and groups: Appearances were made on
radio and T.V. programs' and spot announcements used
by the stations. Newspaper publicity was also secured.

(Fig. 3 pp.97 -98)
10. Occupational Information Survey Forms, with a cover

letter explaining the VITAL program, were mailed to the
employers to secure the following types of data:
(Forms 1 & 2, pp. 90-96)
a. Information on the establishment
b. Entry-level occupations in which an individual

could develop a career, including
1.) job titles
2.) short descriptions
3.) employment statistics
4.) manpower demand
5.) education acceptable or preferred
6.) training needed before the job
7.) training given on the job
8.) special skills needed
9.) minimum age

10.) sex
11.) experience
12.) other requirements
13.1 advancement and promotional opportunities
14.) pay and benefits

11 Follow-up of the surveys was made by personal interviews,
telephone calls, and contacts from persons assisting the
Center, such as school counselors, members of Kiwanis,
Key, and Rotary Clubs. (Form 3, pp. 99-101)

12. Data obtained from the survey was posted, tabulated,
analyzed, summarized, and a file built on each occupation.
(See Figure . Production Flowchart for'Viewscripts, p.10A;p.1011
Figure 2B. Chart Showing OccupationarDemand,Supply,Resources)

13. The survey data was combined with other existing
occupational information acquired and that developed by
the Center. This was synthesized into a form to be
placed in a standardized format for microfilming and
placing on the aperture cardS. (Form 4, Format, p. 103

B. PRODUCTION

1. VITAL Viewscripts--The VITAL Viewscript includes the
following kinds of information: (See Fig. 6 and Format, pp.112-3)

a. What You Do in This Job (Job description)

b. Where You Work (Work Location, Environment, and
Conditions)

c. When You Work (Hours and Days of Work)

d. What This Work Will Pay You (Earnings)

2u9
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e. Other Benefits You Have to Help You on This Job
(Fringe Benefits)

f. What Future You Have in the Job (Prospects for
Employment and Opportunities for Advancement)

g. What You Should Be Like to Do This Job (Personal
Traits, Temperaments, Interests, Goals)(See pp. 137-150)

h. What You Need to Know and Be Able to Do (Aptitudes,
Knowledge, Skills, Physical Abilities) (See pp. 137-9, 1544

i. How School Will Help You Get Ready for This Work
(Preparation and Training Needed)

j. Where You Can Learn How to'Do This Job (Special
Type Courses, Training, Educational Institutions
or Provisions Available)

k. Things You Need To Do Before You Look for This Job
(Social Security Card, Union, Apprenticeship,
Physical Exani, Birth Record, School Record,
Certificate, License, Diploma, Application
Interview, Special Tests, and Other Requirements You
Need to Meet Before Seeking the Job)

1. Where to FindThis Work Around Here (Employers.
Employment Agencies, Youth Opportunity Centers,
Vocational Rehabilitation Center, Newspaper
Classified Ads, Friends, Relatives, Counselors,
Unions, Special Youth Service Organizations, and
Agencies You Need to Get in Touch With for
Employment)

m. Where Else You Can Find Out More About This Kind

of Work (Publications, Resource Materials, and
Persons that Will Give You More Information-About
the Occupation)

n. Cther Kinds of Work Almost Like This (Dictionary
of Cccupational Titles Job Titles, and Code Numbers
of Related Occupations)

2. Aicrofilm'Aperture Cards (Data processing is done by
hand until computer processing is available)(Fig. 7, P. 107)

a. A draft of the Viewscript is typed and edited by
consultants and staff, and reviewed for corrections
and approval.

b. The final draft is typed and proofread.

11
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c. The microfilm script is photographed, developed,
and printed and mounted on a -.:aster Card in the
Processor-Camera.

d. A quality check is made on the :,aster Card.

e. The Master is labelled and"use record" stamped on back.

f. The Master is key-punched with coded data which is
on the Viewscript,

g. The necessary number of copies of the master are
reproduced on the Uniprinter.

h. The copies are key-punched with selected data on
the Master and the master stored (Table 7, pp. 105-106).

i. The cards for all ViewScriPts are collated into
decks '(See Table 8A, p. 108, and Table 8B, p. 109).

j. The cards are disseminated to the coordinators in
participating schools and organizations. The cards
are listed alphabetically with D.O.T. code numbers.

k. Surplus copies are stored until needed.

3. The information on the cards was reviewed by
students, counselors, teachers, and authorities on the
occupations covered, prior to a try-out in the sof.hools.

4. The initial deck of cards was distributed to the
counselor-coordinators for participating schools during
a meeting in which the procedures for use of the cards
and equipment were demonstrated.

5. kackets of new and up-dated cards have been distributed
as sufficient quantity are produced to mail as a set.

6. 1-ertinent information is arranged for keypunching on
the aperture card ,and includes the job title and code
number as classified in the Dictionary of Occupational
Titles number (DOT),''consisting of nine digits that
allow a complete-breakdown, which provides single unique
job listings. Space is provided for the nine .aptitudes
that ares, measured by .the General Aptitude Test Battery
(GATB)."'In this space the Occupational Aptitude Pattern
(OAP) is to be keypunched and labeled with the amount
and types of aptitudes needed. Cther less essential
aptitudes are also labeled. The OAP includes those
aptitudes that the OATB research has identified as

*See Table 9, pp. 1,10a and b, and 111a and b

**See Form 18D, p. 13)a 12
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being most compatible to the needs of the individual in
relation to job success. The recorded date of issue is
the key to insure updating annually or as needed.
Other space is provided on the card for keypunching
additional information. A space is provided on the back
for students to sign and date after each use. This can
serve as "use record" for assessment purposes. (See
Appendix, Fig.. 6, p. 102, Table 7, pp. 105-106)

C. EVALUATION

A try-out of the cards was conducted for further evaluation,
and ratings were made on about 4000 forms by students,
counselors and teachers. The results of the try-out indi-
cated that out of a total value of all ratings ana5-pcdrtscals, 85.5%
indicated the information as being of "much help" or "very
much help" as presented in the Viewscripts. In addition-,
the raters preferred the longer seven to nine page descrip-
tions over the shorter four or fivu page descriptions.

=lien though both forms were written on a low reading level,
at about the sixth grade, it seems the shorter forms have
an advantage for students in grades below the secondary
level, who are exploring occupations. Therefore, Viewscripts
have also been developed in the shorter form for appropriate
occupations, which can be used at the junior high school
level. Viewscripts can be supplemented with audio-visual
aids, such as cassette tapes of the occupational information,
slides, film strips, films, transparencies, and related
media. (See "Form 27 for Rating of Unit Activities by Student," o. 160)

Follow-up is being made in workshops and training sessions
with counselors and others using information from the VITAL
Career Information Center, ERIC, and on career education,
curriculum, guidance. and the development of.school career
centers. (Forms 2?, 30, 31, pp. 164, 165, 166)*

=valuation Of VITAL "like" Programs

The goal of any VITAL- "like" program is to enhance the career
decision process. Although the detailed objectives of
individual VITAL programs differ to some extent depending
upon their local needs, most programs .are committed to
the following objectives:

To produce current, accurate, realistic, understandable
occupational information

To localize this' information for a specific area,
region or state .

To make this information readily accessible to students

sufficient evidence exists on the reactions of students and
staff members participating in VITAL-"like" programs to

"R4ndom Log of Career Development Activities"
9-
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clearly demonstrate that the VITAL system is a viable
method for providing career information, as indicated by
the following documented findings:*

Student reaction to use of VITAL-"like" materials

Students, when asked to compare Viewscripts to
occupational information they had used preciously, rate VITAL-
iikemaizrial more helpful, understandable, realistic,
interesting, complete, and current.

Students generally tend to discuss information
obtained through the VITAL - '"like" system with their
parents.

Fifty percent of VITAL-"like" users have never used
occupational information in the past.

Overeighty-two perpent of Viewscript users indicate
they will use thesystem,again.

SeveU-six percent of the student body tend to use
Viewsaipts one to four times a year and, of these,
sixty one percent found them helpful or very helpful.

Fifty peicent of Viewscript users, one year after
leaving high school, indicate they used Viewscripts
in arriving at a choice of,a job.

Fifty-five p.ercent of the students using Viewscripts
make an effort to obtain more inrormation about a
specific occupation.

Educators' reactions to VITAL-"like" programs

The introduction of VITAL materials in a school /career
increases the use of other types of career
information.

The introduction of VITAL-"like" programs in a school
increases the participation and interest of the total
school staff in career guidance and education.

The introduction of Viewscripts in a school increases
the effectiveness of the career guidance and education program.

Eighty-three percent of teachers use Viewscripts in
classroom activities.

Seventy-five percent of educators feel Viewscript
is better than other information currently in use.

*See Bibliography, p. 187 and VIEW, p. 203
14,
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D. EXTENSION--The Center continues to build on the foundation
it has laid and profit from its experience to provide improved
services.

1. Expansion. The coverage of additional occupations will
be expanded as the VITAL services are extended.into
other regions of the State, as the need arises and'
demand is indicated. The types and number of occupations
covered depend upon the occupational information needed
by the target population, skill training, and entry-
level job opportunities for careers in the regions being
served. The determining of the occupations for which
Viewscripts are prepared depends upon data obtained
from the regions' and other sources, as well as the funds,
staff and schedule of the VITAL Career Information Center.

2. An Advisory Committee consisting of representatives
and leaders from business, industry, labor, government,
education, civic, and service organizations assists the
VITAL Career Information Center in securing community
cooperation in meeting its objectives. (Fig. 8, p. 112 )

a. The involvement of-key community leaders is essential
to the success of the program.

b The Advisory Committee is a valuable source of
information for obtaining occupational data, resource
persons, and materials for use by the schools.

c The Committee also provides feedback from employers
on their needs and views in regard to the VITAL
program and career edUcation program in the schools.

d By the Advisory Committee reflecting a wide range
of occupational classificationsand levels in the
region, it assures a breadth and depth coverage of
career opportunities.

e Being a working committee, its members reflect the
day-to-day practical involvement in the world of work
which can be communicated to students through the
VITAL Viewscripts and by othe.r means stated in
Career Resources Information Directory.

The Advisory Committee is an effective medium for
conducting occupational information and career
resource information surveys

g. The Committee can spearhead such undertakings by
recommending contact people from whom to gain a
representative sample of information, and in securing
their support for completion of the survey forms.

h. The Handbook Section an "Sources of OccupaticnalInfcrmatibn and
Techniques for Interviewing Resource Persons" (pp. 35,52)
provides mere information on uses of Advisory Committee
members as resource 'persons.

J.
J.
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3. The Career Resources information Directory lists
appropriat individuals oho oPuld assist the school
by providing talks, interviews, on-site visitations,
observation of workers, and materials on careers.

a. The VITAL Career Information Center, with advice
from the Advisory Committee, has developed forms
and guides ?er conducting surveys to obtain
information for the Directory fron employers, parents,
teachers, students and others. (forms 5-17, pp.113-134)

b. The standardization of this material helps assure
suitable coverage of the information needed, the
collecting, processing, tabulating, reproducing
and distribution of the Directory to school
cocrdinators, and their use of it in the career
education and guidance programs.

c. The Handbook Se,; ,,ion "Use of Resource Persons in
the Career Information Programs" can be conaulted
for more information on utilization of the Caxeer
Resources Information Directory. (See pp. 36-66)

L!. Coordination of the use occupational and career
resource information by students and teachers is an
essential part of the career guidance and education
program. (Also see pp. 22-34)

a. The school coordinator can use career information
and guidance instruments to establish a student
information data base. (Also see pp. 136-164)

b. The student data is compared with requirements for,
occupations listed on the data-process microfilm
aperture cards containing, the Viewscripts. This
assists students in selecting the various occupations
they may wish to investigate for careers. (See pp. 102-107)

c. The data accumulated on the student from sell-
assessment form, cumulative records, questi'onnaires,
and standardized test records can be processed in
a way so that it will be compatible with the type
of data on the Viewscript aperture cards.; This
permits the sorting out of those occupations that
students would most profitably explore. (See pp. 1 1-163)

d. A list of those occupations sorted by the computer
cap be printed out with their Dictionary of
Occupational Titles code numbers. This process
can be used to expedite the career guidance process,
and assist in relatinc, the career education program
to the personal interests and abilities of the
student. (See pp. 108-111, and "How to Read Job
Bank Data," p. 185)

16



5. Self-evaluation forms have been develOp b the VITAL
Center for ratings by students of their inter -st-s_,
personality traits, mental abilities, achievement
school subjects, physical abilities, and abilities to
work in various environmental and working conditions.
Another prepared form allows the student to assess
himself in relation to the occupational requirements
on the Viewscript microfilm aperture card. (Form 18, pp. 136-440

a. These are means of stimulating the student to seek
more information about himself in the career
development process. Such data may be obtained
from the self-evaluation forms, and instruments
administered by the guidance office, as well as
that obtained in a career guidance class or
through activities within the career education
curriculum. (See Forms 19-24, pp. 1)41-153)

b. Thus, the initiative and decision for acquiring
such information and requesting assistance from
the counselor rests with the student.

6. Computerized data processing procedures have been
recommended by the VITAL Career Information Center
for tabulating information on the Viewscripts, Career
Resources Information Directory, and Student Self-
Evaluation Forms. Coding systems have been suggested
for this purpose. (Table 7, pp.105.6, Fig. /, p. 107, Form
28, pp. 161-163)

7. Materials for use in Cooperative Career Education
have been developed by the Center for the State
Department of Education and various parishes. The
Center has furnished them materials for use in the
cooperative career education program and models.
Materials were prepared for:

a. The career education curriculum guides

b. Career guidance guidelines

c. Forms to evaluate career education publications
and audio-visual aids

d. Summaries of related materials in the ERIC system
Research in Education directories and on microfiche'

8. Follow-a forms have been prepared for se in the
7T=Tw-up" of recent school leavers and graduates.
These are of assistance in the in-service training
of counselors and clerical personnel in the distribution,
posting, compiling and summarizing of the "follow-up"
study. Procedures have been established for summarizing
and evaluating follow-up data in statistical and
narrative form. A continuous "follow-up" of students
is essential to the evaluation and improvement of the
career education and guidance programs.

*Microfiche available from Director, Research Coordinating Unit
of the Vocational Education Bureau, State Department of Education
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9. Community support has resulted from cooperation with
committees, organizations and agencies in activities
related to the VITAL program, such as business,
industrial, labor, and civic associations; State
Department of Employment Security and Employment Service,
Louisiana Educational Association; Louisiana Teachers
Association, Louisiana Personnel and Guidance Associ-
ation, Louisiana Vocational Guidance Association,
Louisiana Counselors Association, Louisiana Employment
Counselors Association, Louisiana Association of
Counselor Educators as well as the American Personnel
and Guidance Association, National Vocational Guidance
Association affiliates, and the National Conference
of Career Education Centers. The Director represents
the Center at meetings and participates in projects
of thosegroups related to VITAL. (Also see pp. 27-29, 182)

10. Plans for expansionThe VITAL Center has the basic data,
EgTEEround, eRFSTITnce, equipment add facilities to, prepare
occupational information for all regions of the State,
if adequately funded and staffed. The expansion of
this program is the most economical method of\making
the Center's services available statewide. The Center
can assist the regional parish coordinators in establ-
lishing committees, obtaining standardized forms,
setting up training programs to secure and use the
occupational and career guidance information needed.

11. The Center continues to work'with other State departments,
sections, and agencies to maintain up-to-date local
information through the standardizing and coordinating
of manpower studies and career information gathering
techniques for use in its program and Viewscripts.

12. Continued Development- -The VITAL Career Information
Center continually keeps informed of the latest infora-
tion to improve the materials prepared to meet its
objectives and to provide the services which it was
established to render. *(See Table 10, pp. 168-169)

The Center primarily serves these groups:

Students, Parents, Teachers, Counselors, Librarians,
Administrators, Employers

By Furnishing the Following Services:

Schools --

-- Up-to-date, easy to use local occupational
information

-- Reader-Printers for reading and printing out
copies of microfilmed data

18
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tudents--

wide range of reliable, current, pertinent local,
/regional and national occupational information for

, vocational guidance

71- Educational requirements and training opportunities
/ for jobs

/-- Easily readable vocational orientation data for
i

1 disadvantaged, dropout and handicapped

! -- Economical print-outs of data selected from micro-
! film aperture card for further exploration and

idiscussion with parents, counselors and teachers

I-- Method of relating students' interests, abilities,
aptitudes, and aspirations realistically to jobs

i

Parents --

-- Opportunity to participate in children's vocational
guidance by having access to print-outs of realistic
occupational information

School Personnel--

-- Means of keeping up with job requirements, markets,
pay scales

-- Way to have at fingertips a wide variety of infor-
mation on world of work

-- Equipment to encourage students' vocational guidance

-- Sources of publications and materials on occupations

- - Names of persons to contact in business, industry
and government for further information on jobs and
field trip arrangements

-- Methods and materials for including vocational
guidance in curriculum planning, development, and
instruction

These Values are Rendered:

-- Increases availability of relevant, reliable, read-
able local occupational information

knowledge of "world of work"

- - Allows exploration of many occupations

19
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- - Makes education more realistic and related to
career choices

- - Aids in career planning and development to
fullest potential

-- Informs of "education for work" opportunities
available--part-time work, vocational education,
school-work programs, apprenticeships

-- Gives opportunity to relate aptitudes, abilities,
interests and aspirations realistically to job
requirements

-- Provides better preparation to become successful
worker, and greater contributor to family and
community

-- Stimulates self-understanding, creative thinking,
decision making, goal setting and achieving

-- Encourages vocational orientation and productivity
of the disadvantaged, potential dropouts, and
handicapped

-- Stimulates more use of vocational guidance and
counseling services

-- Expands the fields of study chosen by students

-- Increases enrollment and number of offerings
in business, vocational and technical courses

-- Promote's motivation for more diligent application
to education programs--tending to increase
grades and decrease drop-out rate

- - Better prepares students for entry in labor
market on realistic basis

- - Offers employers better qualified and occupationally
oriented job applicants

- - Provides more applicants w.th potential for
success and satisfaction on job

- - Tends to reduce employee dissatisfaction and
turnover--improving stability and productivity
of work force

7.timulates better student-teacher-counselor-
parent relations--helping "bridge the gap"

-- Allows students a smootherchange over from
school work to employment

20
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-- Helps coordinate work of educators with employ-
ment counselors, personnel, and resource people
in the community

-- Establishes a means of encouraging and following-
up the career development and progress of an
individual throughout his work life

-- Provides a centrally located clearing house for
local, regional, state, and national occupational
and career development information

-- Brings together more effectively the services
of all organizations and establishments which
affect the edtcation, guidance, and employment
of individuals

The materials and services of-this program are
available to other public, private, and parochial
school systems as funds and personnel are provided.
The Center has facilities for duplicating aperture
cards in large quantities,which is limited only by
the amount of staff and funds available.
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COORDINATIN UTILIZATI(.N CF Thr VITAL CAREER INKRMATION CENTER SERVICES IN SCHOOLS

The most important step in the total VITAL program is its effective

utilization. Without effective utilization all of the activities and costs

preceding it are meaningless. Proper use of the VITAL system incorporates

the participation of counselors, teachers, and students.*

PROCEDURES

VITAL is primarily an information system and as such it represents but

one element of a total career guidance program. To be successful, it must be

integrated into the existing guidance program and the school curriculum.

When integrated, counselors and teachers will be better able to help students

in planning course selection related to career aspirations. The relating of

academic program to individual interest should result in better student moti-

vation and progress._

Teachers will find VITAL an excellent resource when building instructional

units in most subject areas. Use of VITAL will enable the teacher to make

subject matter more meaningful and effective because it relates classroom

learning and experience to the world of work and to the things that hold

student interest.

The VITAL program provides teachers and counselors with:

A wide variety of information about jobs that might be
interesting and attractive to young people in a given locale or region.

An occupational information dissemination system which
enables them to keep up-to-date regarding thc.world of
work.

An abundance of occupational intonation in an oa!:ily
accessible form.

A tool which can be used to motivate students to begin
career planning.

*See Appendix, pp75-184, "Guide for Career Guidance"
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INITIATING VITAL IN THE SCHOOLS

VITAL can be introduced to both the staff and students in a variety of/

ways. It is important, as soon as possible, to make the potential users

aware of VITAL and its content.

Several activities can be planned by school utilization coordinators

and the career information specialist from the production center. Some

examples are:

Call a meeting of the guidance staff to explain the VITAL
program.

Meet with all school department or subject matter heads_to explain the use
of VITAL in general and, in particular, its value and re-
lationship to each subject matter area.

Use available supplementary materials from the production
center (e.g., posters) to advertise the availability of
VITAL. Develop similar materials at the school level.

Advertise the availability of VITALin the school newspaper.

Arrange for a school assembly or individual visits t.o class-
rooms (c.g., all English or social studies classes) to explain the use of VITAL
to students.

Arrange for aVITAL bulletin board display in the libary and
in each classroom if possible. Classroom displays should
emphasize the subject areas for which the classroom is used.

Arrange to present the VITAL program at a PTA meeting.
Parental involvement in the use of career information
is a necessary ingredient in a sound career choice.

Demonstrate reader and/or reader-printer equipment and
explain how to use VITAL most effectively to students
and staff.

Encourage students to verify their vocational plans with
parents, teachers, and counselors.

Conduct a VITAL public relations program including talks
before service clubs, parent organizations, various media
groups, professional organizations and advisory committees.
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Functions of the utilization coordinator include the following, some of

which should be carried out in cooperation with the guidance director or other

school staff members:

Work with teachers in preparing curriculum materials to use
VITALas an integral part of special classes in the study of
occupations.

Work with teachers in prepari,/ curriculum material.; to use
VITALin regular classes as a means of relating academics to
work.

Conduct, or coordinate, supervised visits to industries
offering occupations such as those covered by VITAL.

Organize VITAL materials to meet the needs of special groups.
(E:g. All VIEWscripts relating to building trades for use
in Building Trades Course.)

Organize VITAL according to interest survey scales, career
clusters, industrial classifications, etc.

Train clerical personnel to assist students in locating and
using all career materia]s.

Establish a faculty-student career/guidance committee to
encourage input from all school segments in establishing and
maintaining a responsive vocational guidance program.

00°

Schedule community speakers and ,consultants for discussion
with teachers and students.

Maintain a listing of part-time and summer work related to
VIEWscripts.

Inform teachers and students, of pertinent vocational films,
filmstrips, and other audiovisual aids available for their
use.

Involve other guidance and counseling agencies in the career
guidance efforts of your school (e.g., State Employment
Service).

Conduct, or coordinate, supervised visits to institutions
offering training programs in various occupational fields.

Prepare bulletin board displays about VITAL.

Explain the use of various VITAL indexes and other related
occupational materials.

Parental and community interaction
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METHODS AND TECHNIQUES WHICH CAN BE UTILIZED
IN' MAKING OCCUPATIONAL INFORMATION AVAILABLE TO STUDENTS

1. Through special classes in occupations.

2. Through such courses as personality development which include special
units on occupations.

3. Through regula curriculumEnglish, social studies, industrial
education. Home economics can be particularly helpful in presenting
opportunities toyoungpeople. Occupations can be studied through themes,
special writing assignments, autobiographies, term papers, and other
reports.

4. Assembly programs.

5. Charts prepared by teachers of various subject matter fields portraying
occupational opportunities in their field.

6. Home room programs devoting time to the discussion of vocations and
career problems.

7. Encouraging independent reading of biographies of great men who have
been successful in'various vocational fields and providing lists of
books and novels which have a vocational emphasis. Teachers in the
various subject matter fields could be encouraged to compile such lists.

8. The organization of a vocational club ,to discuss various occupations
and other projects.

9. Preparing news stories for the school paper. Both students and teachers
can be enlisted for this project.

10. Encouraging teachers in the various subject matter fields to devote
time to the discussion of their vocational field they are considering.

11. Encouraging the student to seek his own information through correspondence
with people successful in the field he is considering,

12 Helping students becoine familiar with the various professional services such
as SRA, Bellman'Vocational Services, Careers Inc., Doubleday Multi-Media,
and Chronicle Guidance Publications, bnd the services they have to display.

13 Library displays.

14. Making provisions for students to attend conferences which have a vocational
theme.

15 Scheduling discussion groups to discuss various vocational problems of
interest to young people.
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16. Making use of hObby clubs to encourage young people to try out various
skills which may lead to a vocational interest.

17. Arrange for interested students to take tests, in addition to the
regular school testing program, which may give them more information
about what interests, skills, abilities and personality characteristics
they possess.

'18. Supervised visits to various industries so students will have an
opportunity to observe workers at work on various jobs. When possible,

make arrangements for students to talk with men and women who work in

their particular interest field.

19. Supervised visits to institutions offering training programs in various
job fields.

20. Assigned reading in various trade and professional journals.

21. Supervised part-time and summer work experiences to acquire skills
and first-hand information about working conditions, training experience,
and job "try-out."

22. Arranging for discussions, conference and panel discussions of health,
social and personality characteristics required by various jobs.

23. Arranging extracurricular activity programs to assimilate actual job
conditions.

24. Providing posters, film strips, motion pictures, and other displays on
a continuous basis throughout the school year to give students
information about jobs and training opportunities available to them.

25. Arrangement for a special emphasis bulletin board where students can
go to get up-todate information concerning the world of work. This

bulletin board should be centrally located and changed at least once
each week.

26. Charts, graphs, and posters are valuable visual ajds for the counselor
to use.

27. Sponsored radio and television programs in which both students and
teachers can participate. In some instances counselors have regular
programs. Parents can also be used for such programs.

28. A regular newsletter service for students and parents which emphasizes
important vocational information.

29. The use of opaque and transparency projectors to present information
in classes and to parent-teachex groups.

30. "Go to Collcge Programs" where representatives from various colleges are
invited to give information about their colleges.

31. Supervised visits to schools, business firms, and
industrial institutions having training programs.
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32. Supplying information in the form of catalogs and other literature about
colleges, universities, voc;-tech., pruprietary, correspondence schools, the armed

service -schools, apprenticeship programs and other training institutions.
Such information should be in all school libraries and available for all
students.

33. Arrange for interviews with teachers and trainees in selected fields of work.

34. Arrange "job analysis" assignments' in particular fields of work.

35. Encourage students to make job scrapbooks.

36. Specialized assignments in various classes of the curriculum which
assimilate various types of training and educational experiences.

37. Special instruction and demonstrations in classes and group guidance
programs on how to secure a job, including an objective analysis of
abilities and limitations.

Participation in vocational clinics and vocational forums emphasizing
steps in choosing a job ,preparing for the job chosen, breaking in
on the job, and making progress on the job.

39. Providing a program to keep the student continually informed of
career-jcbopportunities through school "current event" classes.

40. Sponsor essay contests or public speaking classes with prizes which
have a career emphasis.

41. Providing individual counseling. This is the heart of the information
program as it is in other aspects of the guidance program. Also use groups.

42. Acquaint all advisors and counselors with various government publications
and their use, especially the Dictionary of Occupational Titles.

43. Keep up-to-date on all films, filmstrips, and instructional television
presentations which will supplement your school's occupational files.

44. Utilize the viewscript system as well as other occupational materials
by making it available to teachers for use with their regular classroom
activities.

45. Work closely with the local offices of the Department of Employment Security, Youth
Op,:rtunity Center, by usin, Job Bank information and making appropriate referrals%
to then'and by utilizing the materials and resources available from them.*

46. Keep current a list and description of all local occupational training
opportunities available to students.

47. Encourage students to avail themselves of any approoriate special
activities designed to assist them in their career development
(e.g., work experience, training programs).

48 Initiate a care I guidance committee composed of counselors,
teachers, and students to put into action as many of these suggestions
as possible.

',Fee "How to aead the Job Bark Data," p 1'5
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Obtain through your chamber of commerce and local union offices
taped quickie commercials on jobs or apprentice training
opportunities. These could be played during school announcement
broadcasts.

50. Be,sure each classroom teacher has a Viewscr:pt poster to serve
as the focal point for a career display in each subject matter
classroom. Creating these bulletin boards could be a student
project through the student government council or an art class.
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Student Research

Students could research and develop an occupational cluster or they could
make slides, films, and tapes and set up a career center in the library
for other students.

Student Produced Career Films

If you have a photograph club or a television station in your school, ask
them to produce a career film. They could interview individuals engaged
in careers that they would be interested in knowing more about or have
them follow a worker for a day. These films, produced, written, and
directed and shown is your school will have far greater appeal because
you are using local !alent and local resources. This could also be done
at the elementary or college level.

Student Involvement Students have many new am foireshing ideas and can
be of valuable assistance when planning events for Career activities- We do
things to and for students but never with them. Student Council, National
Honor Society, Key Club, the 4-H Club, and other student organizations
should be involved in helping to plan school as well as community obser-
vances. Materials prepared by the student can stimulate more interest in
your community than those prepared by the professional as it will have a
more personalized meaning for the community.

Teacher Involvement Teachers can conduct activities that are related to their
subject matter areas, but we as professionals have an obligation to pro-
vide this information to them. They can help plan assemblies and sponsor
art as well as journalism contests. Teachers will be far more receptive
to your program if they are involved in the early planning stages and feel
that they have contributed to the program.

State and Local Advisory Councils

Many more'people have to become involved in career education if it is to
have a major impact on the American schools and on the general public.
These people must be in the decision-making position, members of the state
legislatures, memhets of state departments of education, members of local
school ards, local labor organizations, and local school superintendents.
volve them in the planning of your activities and make them more aware

of what career education is all about.

Library Displays

Library displays, career displays in your local malls and shopping
centers. Assembly programs in your schools. Tours of your local
industries and businesses. Parents nights in your local schools.

Retired Individual Involvement

Involvement of the retired individual who has a wealth of experience and
expertise to offer to the young; i.e., Jobs of The Thirties--what they
were like then, how they have changed, and how many have been abolished
due to advanced technological changes.
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ADVANTAGES OF THE VITAL PROGRAM IN T_iE UTILIZATION OF OCCUPATIONAL INFORMATION

The VITAL program provides students with:

Readily accessible occupational information that is concise

and easily understood.

The opportunity to obtain immediately a personal copy of
information for subsequent discussion with counselors,
teachers, parents, and peers.

A central source of occupational information that is
localized to fit the area in which he lives.

Clues to other sources of career information.

Information on how his school program relates to

occupational choices.

VITAL assists in the task of organizing, synthesizing, and disseminating

quantities of occupational information and in keeping such informatior

to-date and stored in a form and manner which makes it easy, to locate and

use.

Although the need has been identified, the solution does not rest with

the VITAL system alone. Skillful and effective methods of utilization and

implementation must be developed within the schools which adopt the materials.

THREE UTILIZATION METHODS

Typically,VITAL has been used by schools in one of three ways:

As a curriculum-based system.

As a counselor-based system.

Unstructured utilization.

The curriculum-based system involves the use of VITAL as an integral

component, of the total school curriculum. This approach necessitates a

clOse working relationship between the guidance department and the teaching

faculty of a school. Teachers and counselors work together to incorporate

the career education concept in all irricular areas of the school program
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by assimilating career guidance in the instructional process. VITAL, as a

vital element of the career guidance program, adds relevancy and local sig-

nificance to the instructional process.

Career units are often developed as an.added activity in the curriculum-

based VITAL utilization method. These can serve as a focal point of the career

education approach used in the school curriculum. The curriculum-baseci model,

provides the most fertile ground for VITAL to grow as an effective tool to

enhance the career development of students. A coordinator for this method is needed.

The counselor-based system is the most common use of the VITAL aystem

found in schools.* VITAL is here perceived as a tool of the guidance department,

to enhance the career counseling and assistance given to students. Teachers

are made aware of the VITAL program and are encouraged to refer students to

the guidance department (and VITAL)when vocational concerns and/or activities

occur in the classroom. Vocational guidance (including VITAL`) is perceived as

a valuable outside resource for the instructional process. While the counselor-

based method provides a setting by which career guidance and its information

element can enhance the vocational knowledge and growth of students, this

approach does tend to strengthen the erroneously held belief that "career"

and "education" are separate entities that are merged at the end of the

instructional program rather than at its beginning.

The unstructured approach to utilisingVITALusually involves the use of

the library as the location of the VITAL equipment and materials. The main

strength in this approach is the fact that the VITAL materials are (library

passes permitting) accessible on a casual basis to a greater number of

students. This method also locates VITAL with the other information resources

of the school.

* See Appendix, "Responsibilities for Facilitating Career
Guidance,"pp. 178-183
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Although the ease in filing and retrieving information was one of the

initial objectives of the VITAL program, the system was considered much more

than a means of locating and checking out job briefs. Ics isolation in the

school library could relegate it to this function unless there is close

monitoring by paraprofessional or trained student worker and coordination

by counselor and librarian.

UTILIZATION COORDINATOt

rrobably the single most important key to the development of a strong

school VITAL program is the employment of a stood utilization coordinator to

supervise the imAementation of VITAL,coordinate its operation with that of

other vocational guidance materials, and serve as the liaison person with

the production center. In most schools the coordinator is a guidance counselor.*

qualifications of the utilization coordinator should include the following:

1. A thorough knowledge of the VITAL system as well as other career
education materials and testing instruments.

2. A mastery of the structure and uses of the Dictionary of Occupational
Titles (DOT). The DOT code provides linkaft among most vocational
materials. In-service progrars should provide emphasis on
developing an understandin, of and a capability in using the DOT's
code, structure, and materials, particularly Volume II.

3. A thorou,h knowle.1,e of career development theories and their
relationship to career guidance practices. The main need of
the classroou teachers, however, will be to know how to incorporate
the VITAL syster, into practice within their own subject areas and
to acquaint students with VITAL.

4. A working Lnlowledge or basic fardliarity with the operations of
lodern business and industry to allow the coordinator to carry put
effectively the functions required of the assignment. Interest

in assistilv youth to learn about occupational opportunities would
be a basic requirement.

5. The ability to describe the VITAL prograL, in any settin: tnsit.1 or
outside the school, so that the school and community may jointly
encourage students to uake effective use of the service.

Ability to work with otters and give leadership in coordinating
VITAL services in the total school program and curriculum.

7. The aldlity to do teaching and counselin:,.

* fee Appendix, pp.178-le nCompetencies Needed by Career Guidance
Coordinator" under "Responsibilities for Facilitating Career
Guidance pp. 178-183 32 /14



FACILITIES, EQUIPMENT, AND SUPPLIES NEEDED FOR UTILIZATION

Facilities. It is possible to move the VITAL equipment into the class-

room for special units. Such a practice encourages teacher involvement in

the career guidance program of the school. However, unless ample equipment

is available, such mobile use should be on a request basis since its use in

a classroom may block the general student body from easy access to the VIEW

information.

More and mote schools are now initiating career resource rooms in which

all available career information is centralized for the convenience of the

students and staff. Such a room makes an ideal location for the VIEW reader

or reader-printer and materials. Many schools which have initiated career

resource rooms have hired paraprofessionals or career-aides to assist students

in finding information and to perform the filing and scheduling for the

counselor.

Equipment. To utilize the VITAL materials, schools will need either

a microfilm aperture card reader or reader-printer. The reader-printer, in

addition to allowing students to read the microfilm contents on a viewing

screen, presents the user with the opportunity to print a full size (8 1/2"

x 11") copy of the information available in the microfilm -(at a cost of

from five to ten cents per page).

When possible, a reader-printer should be available for student use.

Due to the difference in costs, many schools have initiated their program!.

with the microfilm reader and, when possible, a reader-printer was added to

serve one, and in some cases, two schools.
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Caution is advised in purclasin_ equipment for your school. Be sure

the equipment can be used for the VITAL microfilm aperture cards and that

the lens size of the equipment correctly corresponds with the reduction ratio

used by the VITAL production center. (For example, if the VITAL rnicrofiln

is a four-page format, a 14.88X lens is required and a 23X lens is needed

for a nine-page format). This can also be used for microfiche and cartrid6e.

Licrofilm readers, as pointed out earlier, cost from $150 to $300 and reader-

printers range from $600 to $2000.

Supplies and maintenance. Paper costs for the reader-printer ran&e from

Sc to 10c a sheet, with 10Q being the most common price. Paper is ordered in

rolls or reams (depending on your reader-printer) from the local sales office

or franchise of the company making your reader-printer.

Contact the microfilm equipment and supply dea?erslisted in the

Yellow Pages of the telephone book for further information.
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SOURCES OF OCCUPATIONAL INFORMATION

Original sources of occupational information' are quite obvious.

They include the workers who do the job, the person who employs them, and

the government agency which issues the license and/or regulates employ-

ment. All other sources of occupational information are intermediate

sources which in some way, at some time, obtain their information from

these original sources.

Original. sources can be located in several ways: (1) by examining

the classified telephone directory; (2) by consulting local offices of

the state employment service or other placement agencies; (3) by con-

sulting the local Chamber of Commerce, labor unions, representative employers,

professional and trade associations; (4) by asking teachers, students,

friends and relatives; and (5) by consulting appropriate personnel in schools,

colleges, and universities who are responsible for training and placing

students directly into working situations. (See Appendix, p. 182, "Community
Members" under "Responsibilities for Facilitating Career Guidance")

There are a number of methods available for the collection of

.original local information, including surveys, questionnaires, and reaction-

naires. Practice has shown that of the many techniques available, the one-

to-one interview is the most va)id and accurate method. Competence in

intervie4ing, however, is acquired only after careful and diligent study,

. and practice.

The use of resource persons from the business-industry-labor-government

community and those who have retired from positions in such establishments offer

the greatest source of occupational information. Such resource persons can give

firsthand information about career opportunities in the region through school

presentations and arranging for on-site visitations, interviews, and observations

of workers in various organizations. There are some basic ideas, assumptions, and

procedures which need to be considered in using these sources of occupational

information. These will be discussed briefly as related to each source.
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Occupational ;nformation Resources AL% A. Dasic Aspect 91 tha, Career Mucation Program

Career Educatioa represents a movement aimed at instilling an emphasis

on education at; preparaLion for work throughout all levels of American education.

It seeks to do so in ways that neither demean nor detract from any other worthy

objective of American education. Rather, it simply recognizes that our current

post-industrial occupational society finds relationships between Education and

work becoming closer and closer each year. Some way must be found of accommoda-

ting this increasingly close relationship in our system of public education.

The Career Education movement cannot succeed it carried out only within

the four walls of the school. Success of this movement will be predicated on the

active involvement of the business-labor-industry community. As with'any call for

major hange in education, Career Education has met with considerable resistance

on the part of many educators. At this point in time, it seems clear that Career

Educe ion will not survive long if it has to depend solely on initiation of change

on th, part of educators alone. American education badly needs the kind of impetus

for change that can nest come through the expressions of need for change on the part

of the business-labor-industry community. The Career Education movement holds great

potential for creating changes that will make education more relevant and responsivC

to the current and projected needs of our free enterprise system. It'is a movement

that can be effectively converted into reality only with the full support and parti-

cipation of the busincssLlabor-industry community. Education, in these times, can-

not tic accomplished solely within the walls of the established schools. The real

world of work outside of the formal educational system must quickly become a part

of th total system of American educatio.. Career Education represents a movement

chat seeks to make this happen. (See Appendix Table 11, p:171, and pp. 173-186)

The Use of Resource Persons

Basic Idea;

Many Career Education programs, throu0 both parental and local civic

associations, have established large lists of workers Iron a very wide variety

of occupations. Each worker has volunteered to respond, through either phone

calls or personal contacts, to requests that come from stuients, teachers, or

counselors for information about his or her occupation. In addition, some

volunteer to present information and answer questions beforc groups of students

in the clpsstoom. The VITAL Center has developed procedures an' forms for
a

preparing a Career Resources Information Directory including resource persons.
36
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Assumptions:
\

v

1. Workers are the most valid source oi information about life styles

invo ed in occupations. It is better to find .)tit what an occupation is really
\

like from one who is in it than from on article describing it. Employed workers

who are successful in their jobs can serve as effective Dodels for youth.

2. Many employed workers will be willing to volunteer their efforts

to help youth make more intelligent vocational choices.

Procedures:

1. Occupational resource persons rrom industry neca to be trained to

perform this function. Their training must enable .hem to discuss life styles

associated with their occupations as well as the ability to describe the work

they do and the preparation required for it.

2. The climate for this program must be established in the business-

industry-labor setting. If chief executive officers from a number of organizations

form an executive committee or regional advisory committee, they can establish

a climate that will encourage volunteers for the occupational resource program.

Workers volunteering must feel that their company supports them and will provide

them time to participate.

3. A program calling for occupational resource persons

to visit in schools requires a central organizational structure. The VITAL

school coordinators might pro vide this central organization or it could come

from a consortium of employers. The school system, too, needs a central organ-

izing agency for this prof,ram to work. Both schools and employers need to have

contact persons who can he called quickly when problems or questions arise.

4. A number of occupational resource persons from each occupation

need to he recruited for this kind of program to work. You can't keep calling

on the sane :erscn time after tine. Some feedback system is essential so that

occupational resource persons can learn how to function more effectively. Such

a system will also provide for replacing ineffective occupational resource per-

sons. You can't expect all of your volunteers to be successful when they try

to relate to students and teachers in the school setting.
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Use of Retired Workers as Resource Rersons

Basic idea:

Several Career Education pr grams have placed great emphasis on using

retired workers as resource persons for Career Education. They have identified

such persons from a wide variety of occup tional fields. Once identified and

solicited, such persons meet with students teachers, and counselors to discuss

their former occupations as theymight apply t' today's students. They talk about

the work values that are meaningful to them, monstrate the *specific vocational

skills they used on their jobs, and express the r personal opinions regarding

their former occupationsand the life styles they ed to.

Assumptions:

1. Retired workers have a strong need to continue feeling useful and
7

valuable. To ask them to participate in Career Education offers them a way to

enhance their own personal feelings of self-worth and provideS students with

valuable insights regarding life styles associated with various kinds of careers.

2. Even if the skills of the retired worker are no longer in demand,

students can learn much from such workers regarding the values of a work-orientcd

society. Additionally, students can receive graphic illustrations regarding ways

in which technology speeds occupational change.

Procedures:

1. Multiple ways exist to identify retired workers for this program.

These include seeking r.mes from Golden Age Clubs, civic organizations (who

usually list retired persons separately in their directories), from company

directories that list retired former workers, and from labor unions.

2. Employers will be happy to supply lists of persons about to retire.

Such persons can provide a ready tie-back to their former employer that will help

schools in many ways. It may also ease the Mock of retirement for some persons

who are looking for something to keep them busy.

3. A referral file of retired persons will be essential for use by

school personnel. Such a file can he maintained by a retired person's association

or by the local chamber of commerce. If a person's name is on the list, it is

essential that someone see that he or she is called upon to serve.

4. Retired executives may be especially interested in working with

gifted and talented students interested in entering the business world.
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5. Ilse a person tecethis retired and one who retired several years

ago from a similar position to sho.: hi:Ji school studects Low r:ipidly job:, end

occupations change.

6. Conduct a career day using retired persons as resource persons. Ask

them to discuss their entire carter (not just Lheir last job) so that students

will better understand the concept of "career" as a succession of choices made

through lift.

7. Use retired former workers as classroom aides who will help teachers

discover and find ways to emphasize the career implications of their subject

matter. Retired workers can Leach teachers a great deal about the world outside

ofedUcation.

8. Establish training programs to train retired persons to work with

teachers led with students from the eleiaentary school through the hie!: schc^1.

The U-P of .3e-our'n lonnn: Arrancling Exchange Irecramo Between adzinc-zcL anj Cchoo

Basic Idea:

It has been proposed that exchange programs be initiated whereby school

teachers, counselors, and administrators would spend anyVhere from a fez days to

a few months working for pay outside of education, and that business-labor-industry

personnel be invited to spend some time teaching their occupational skills to high

school students and adult education students.

Assumptions:

1. School personnel often lack an understanding or appreciation of the

world of work outside of education. Many have never worked outside the school.

If educators are to teach students about the broader occupational society, it is

essential that they actually exnerien,:e what: it is like to work in the free enter-

prise system.

2. Business-labor-Industrial personnel have many things to tc.Lh students

about work that Loday's teachers are not equipped to teach. In addition, some

occupational skills needled by today's students aren't taught in public schools,

but could be taught by workers possessing such skills.

Procedure:

1. Make two inventories: (a) am inventory of persons will, ncenprdonal

skills who are willing and can he released fot a lime to teach in the schools, and

(b) an inventory of occupational skills (such as math, typing, etc.) possessed by

school personnel that industry might need. Given both inventories, it should be

possible to set up exchange programs where neither the school nor the industry

suffers.
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2. Get school personnel involwd in working with industry on such things as

BIE (Business-Industry- Educatitm) days or Junior Achievement programs. School and

industry people need to know each other better before we try to set up any am-

bitious exchange program of school with industry personnel.

3. Exchange programs will work best when a specific need exists on the part of

either the schools or industry for skills the other might possess. It is unrealis-

tic to expect that each will need the other atrthe same time. However, both should

and could be flexible enough to respond to needs of the other for personnel. Don't

expect exchange programs to work when neither schools nor industries feel they need

personnel from the other. One or the other should know what they need, why they

need them, and what they want them to do.

4. Exchange programs will_work better if both schools and industries set up

internal Lea= to work with persons who come to them on an exchange basis. The

"exchanged person" is certain to have many questions and needs a quick, easily

identifiable resource to turn to when such questions arise.

5. Consider initiating an exchange program by assigning one personnel

specialist from industry to work, say, with one elementary school. He could help

all teachers in that school incorporate career implications into their teaching.

Teachers could then be assigned, on a rotating basls (a few weeks at a time for

each), to the personnel department from which the industry man came. Teachers

should have enough skills to partially fill the op left by the personnel man.

The Use of Resource Persons in Arranging On-Site Visitations (Field Trips)

Basic Idea:

Career Education advocates have proposed that extensive field trip

programs he developed so that students (and their teachers) from K-12 have a

wide variety of opportunities to observe workers actually performing in various

kinds of occupations and work settings. In the elementary school, pupils could

learn to appreciate work and the necessity for work. In the junior high school,

pupils could see occupations in each of the Career occupational clusters. In

the senior high years, students would observe workers in their tentative areas

of occupational choice.

Assumptions:

1. Most students will be more likely to enter jobs in the geographic

area where they are growing up. Thus, it is important that they learn about work

in that area.



2, Pupils can't learn about the world of work only in textbooks. They

need to see work being done at the worksite.

3. Teachers =,:ould acquire some_smch needed information 011(411 necupationr

and implications of their subject maCtcr for those occupations if they take students

on field trips.

Procedures:

1. Before field trips are taken, the school and the nusLuess or

industry to be visited should 'ointla agree on objectives to be sought by the

field trip. Too many field trips take place where school officials don't know

what they are looking for and industry doesn't know what to show them.
\\\

2. Encourage employers to set up community resource workshops for

teachers. In such workshops, teachers could be rade aware of what the employer

has to offer during a field trip, who the contact person is, and special pro-

visions that need to be made before bringing students in for a field trip.

3. Establish a community resource occupational bank listing occupations

and e:7Iloyers willing to be involved in field trips for youth. The local chamber

of commetce could establish such a bank, It ...nould contain a description of the

experiences possible on a field trip and the name of a specific industry person

to contact for making field trip arrangements. Such a data bank could be shared

with out-of-school youth groups such as younL people's clubs and service groups as

well as with sc'hools in the arca.

4. Itis too expensive for enployersto service all students through

field trips. Video tapes could be made showing some students on field trips.

These could then be played for other students in lieu of their actually visiting

industry. If employer representatives could be present in the school to "rap"

with students who have watched the video tapes, they might be just as effective

as field trips. ,/

5. Feedback after field trips is essential in which employer reprc:en-

tatives are present in the school to respond. to questions students raise regarding

what they sew on the field trip.
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INTERVIEWING THE RESOURCE PERSON

The following gwleral guidelines may assist the into viewer to avoiJ mistakes,
learn how to con..:;.:rve his efforts, and establish effeL'ive working relationships
with those being interviewed:

Preparing for the Interview

Learn as much as possible, in 71vance., about the industries, businesses,

and the jobs on which you will be collecting data.

Select interviewees carefully, seeking information only
from those who' are qualified to provide accurate, up-
to-date facts. Usually this is the manager or personnel director.

Secure enough interviewees to assure adequate and accurate
data. Get a representative sample of all sizes and types of employers.

Prepare an interview outline or list of questions in advance,
but be prepared to modify your outline as necessary during

the interview. A standardized form to be completed will serve as a guide.

Make appointments in advance, and give the interviewee an
advance idea of the type of information you will be seeking.

Conducting the Interview

After general introductions, gather less sensitive data first

in order to establish rapport and cooperation. Save more

sensitive questions (e.g, salary, union requirements) until
good communication has been established.

Ask only one question at a time, but be sure to get all
needed facts.

Phrase questions so that they are easily understood and do
not imply that you want a particular answer.

Give the interviewee an opportunity to contribute in additon
to answering specific questions.

After the Interview

Complete the information write-up as soon as possible,

while the data facts are still fresh. Take notes to use in completing form.

Check the information listed (or summary of interview
data) by the interviewee for accuracy before dissemination.

Difficulties in using original sources are obvious. The resource

persons may be hard to locate or reluctant to provide informat'nn. Those

who can be reached may provide only one viewpoint of the.job. Also, the

informatiod given may provide only a partial picture of the occupation.

This iceds
I

to be supplemented with information from a variety of othev ources.
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USE OF RESOURCE PERSONS IN THE CAREER INFORMATION PROGRAM

I. WHAT RESOURCE PERSONS ARE--They are people who can "teach"
our children about careers from the "textbook of their
experience." There is a wealth of resource persons with a
variety of career-related experiences in many occupational
fields who are available.

II. HOW PEOPLE QUALIFY AS RESOURCE PERSONS--They are qualified
because of the:

A. Work done in their occupations

B. Interests, knowledges, skills, and abilities developed

C. Related hobbies or leisure time experiences

D. Accomplishments achieved in the community

III. WHY RESOURCE PERSONS ARE USED--Resource persons are needed
for the contribution they can make to the career education of
students by:

A. Providing students first hand knowledge of employing
establishments; actual occupations--their duties, require-
ments, working situations and environment, opportunities,
advantages and disadvantages: and the contributions to
the community.

B. Indicating the needs for relating what goes on in school
with actual jobs,

C. Stimulating students to see meaning in their classroom
preparation for careers and thus increasing interest in
school work.

D. Giving concrete illustrations or demonstrations of the use
of things taught and learned in the classroom,

E. Providing students experience in planning, decision making,
critical thinking and problem solving in career-related
activities.

F. Developing in students the powers of observation, askinr
questions, searching for information to solve problems or
questions about careers and seeking relationships to school
w )ric,

43



iTI. WHY RESOURCE PERSONS ARE USED (Continued)

G. Making knowledges and skills more functional--learning to
use by using, and learning to do by doing.

H. Coordinating learning activities by bringing them together
and using them in meeting practical problems and situations
in preparation for future careers.

I. Facilitating the combination of group learning and individ-
ualized and personalized learning experiences for students
with similar and different needs, abilities, and interests.

J. Emphasizing good human relationships and the practicing
of them.

__

K. E anding the opportunities for understanding and developing
,the responsibilities involved in community citizenship.

/

IV. WHEN RESOURCE PERSONS ARE USED--

A. They are utilized when by so doing better learning experiences
are provided for students than would be obtained from
other sources.

B. They are a part of planned instructional program and
curriculum, utilized at an appropriate time in the scope
and sequence of teaching-learning activities.

C. They are a natural outgrowth of the learning experiences
planned or underway.

D. They are suited to the developmental levels of the students
involved, and their career interests, knowledges, skills
and abilities.

E. They can help students in meeting specific objectives of
career education as indicated by measurable changes in
individual behavior and development.

F. They are adequately prepared by their experiences to give
a competen', realistic, current, and understandable picture
of the career areas covered.

G. They are available at a time when their use is most needed
and effective in aiding students to develop the necessary
knowledges and skills for performing the work done in the
occupation or career, and will likely motivate them or
lead them into activities and learning experiences of value
related to the career.

H. They are able t- stimulate interest in new information and
skill development, related to specific careers.



IV. WHEN RESOURCE PERSONS ARE USED (Continued)

I. They are able to lead students to participate in a variety
of classroom activities involving role playing, dramatiza-
tions, reading, research, reporting, using music, drawing,
graphic display, bulletin board exhibits, construction or
experimental projects to expand and illustrate information
obtsined on careers.

J. They can show the inter-relationship between school subjects
needed in the world of work.

K. They can stimulate students to want to learr more about.
the careers by hands-on experience, on-site visitations,
interviews and observations of workers and employers, and
through the use of materials or products supplied by the
resource person.

L. They are worth the time and adjustments in scheduling to
involve them.

M. They effectively use the time allotted to them.

N. They =:re located whee suitable travel arrangements and
time cut from thejr businesses can be arranged.

0. They not overburdened by excessive calls for presenta-
tions, 14.o as to cause poor relationships.

P. They are scheduled by a school and parish coordinator so
that all school needs are met without duplication of effort
by teachers and counselors and some means of control is
used. The person doing the coordinating must be capable
of identifying the resource persons who can best meet the
needs of specific; teachers and students. Frequently a
counselor is in a good position to be acquainted with the
various aspects of the situation to recommend and schedule
resource persons and visitations. They can use a Career
Resources Information Directory to coordinate these--
arrangements.

q.. They are listed in a Career Resources Information Directory
and have completed a "Career Resource Persons and
Materials Inventory Form," which can be used for reference
hy the school coordinator and teacher.

HOW RESOURCE PERSONS ARE LOCATED--

A. Surveys are conducted at schools, employing establishments,
civic, business, labor, industrial, and professional organization
meetings t-) secure complet'on of forms by persons willing
and able t- 7ervo ao resource,persnns (See forms 5,,,,7,&, pp..i.13=

B. Students may take forms home fOr parents, relatives, or
neighbors to complete.

Li5
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V. HOW RESOURCE PERSONS ARE LOCATED (Continued)

C. Teachers may complete forms listing their competencies,
and those of others they know who may serve, including
students. Teachers may have persons they recommend to
also complete the forms.

D. Counselors may coordinate the issuing, completion, collection,
and assembling of forms used at the schools to locate
resource persons through the classrooms, faculty, and schoo:.
organizationsstudent and parent.

E. Counselors, teachers, students, and administrators may
contact employers directly on the job to secure completion
of survey forms for resource persons. This can help
community relations with the schools and provide educators
first-hand knowledge of career opportunities and resource
persons in the community.

F. Advisory Committee members can contact members of their
establishments and of the civic, business, professional,
industrial, labor, or governmental organizations to which
they belong to secure completion of resource person survey
forms by fellow members and associates.

G. Various media can be used to inform the public of the need
for resource persons and the steps to go through to become
registered, and find out "who is willing to do what"

H. Use previously accumulated data from surveys made by other
organizations and groups.

VI. HOW RESOURCE PERSONS WILL BE LISTED

A. After all the survey forms and data obtained on potential
resource persons is collected, assembled, processr,d,
analyzed, and evaluated, the basic data will be pr,nted
out in a form which can be distributed to the school
coordinators, as a Career Resources Information Directory

B. Resource persons will be listed in the Career Resources
Information Directory as follows:

1. SPEAKERS AT SCHOOLS

a. Occupational group--three digit code number in the
Dictionary of Occupational Titles, Part II (Sec ). 110-111)

b. Career areas (Occupational Titles)

c. Name of resource person

d. Position (See D.O.T. three-digit code)

e. Name of employing establishment (by Standard
Industrial Code and abbreviated name of organization) (pp.86 -87)

f. Address and telephone number
40



VI. B. 1. Speakors at schools (Continued)

Grade levels for which appropriate, school, address

Methods of resentation (Demonstration, discussion,
talk, audio-visuals)

Arrangements needed to be made in advance by teacher

1.) Contact coordina get approval, contact resource per

2.) Type presentation, date, time, equipment, place arrang

3.) Pre-planning activities: (Forms 11-15, pp. 125-129)

a.) Make part of year's plan; arrange 3-4 wks. in advan
b.) Review "Check List for Requesting Sneakers" (p.12
c.) Prepare information needed by coordinator; submit
d.) Prepare information needed by resource person
e.) Advise resource person on particulars by phone-le
f.) Prepare students for participation, taking notes
g.) Plan methods of student reporting, using in teachi
h.) Secure forms for reporting use'and evaluation
i.) Follow-up plans

2. INDIVIDUAL OR SMALL GROUP INTERVIEWS WITH CONSULTANT

a. Occupational croup D.O.T. Part II three digit
code numbers 03p. 110-111)

b. Career areas (Occupational Titles) (D.O.T. three-digit co

c. Name of resource person

d. Position title

e. Name of employing establishment (by Standard
Industrial Code and abbreviated name of organization)(pp.

f. Grade levels for which appropriate

g. Address of place for interview; telephone number

h. Arrangements needed in advance (pp. 61-69, Forms 11, 17,
pp. 125, 134)
1.) Contact coordinator, get approval, contact resource pe

2.) Arrange with resource person-date,time,place;student
materials, transportation; letter of suggestions
to resource person; preparation of students for
intervieo.
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VI. B. 2. h. Arrangements needed in advance (Continued)

3.) Preparation (See pp. 125-134)

a.) Plans for questions, letter of suggestions
b.) Supplies, transportation arranged for
c.) Background information prepared and provided students
d.) Recording of interview planned, equipment obtained
e.) Class reporting procedure planned
f.) Use in teaching determined
g.) Forms for reporting and evaluating obtained
h.) Follow-up, including "thank you" letters prepared

3. ON-SITE VISITATIONS. (FIELD TRIPS) (See "A Guide for On-Site
Visits,"p. 53 and "Example of Guide for Field Trips..." p. 60)

a. OccUpational group--D.O.T. Part II three digit
code numbers (See pp. 110-111)

b. Careers areas (Occupational Titles) (D.O.T. Three Digit Cod4

c. Name of resource person

d. Position title

e. Name of employing establishment (By S.I.C. code
and abbreviated name) (See pp. 86-87)

f. Grade levels for which appropriate and size of group,

g. Address of place for visitation; telephone number

h. Arrangements needed in advance (See pp. 125-129, 134-135)

1.) Contact coordinator, get approval, contact resource person

2.) Type visit, how made, date , time, place arranged

3.) Preparation--planning: (See pp. 53-69)

a.) Tour plan, schedule, personnel, processes,
activities, services and/or products to
be observed, questions to be answered

b.) Applications for and approval for field trip
c.) Parent permit slips issued and received
d.) Transportation arrangements made
e.) Reporting and follow-up plans, evaluation, "thank

you" letters.

4. OBSERVATIONS OF INDIVIDUAL WORKERS (Form 17, Pp. 13t1-135)

a. Occupational group--D.O.T., Part II, three digit
code numbers (See pp. 110-111)

b. Career areas (Occupational Titles) (D.O.T. Three Digit Code)
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VI. B. Observati Ins f Individual W)rkrrs (C,ntinurd)

c. Namc >f resource parson

d. Position title

e. Name of employing establishment (by S.I.C. and
abbreviated business name) (See pp. 36 -37)

f. Grade Jr age levels fir which apprpriate

Addrsss 'f place for visitation; telephone rumber

h. Arrangements needed in advance (See pp. 67-6, 125-12?,
13L-135)
1.) Contact coordinator, get approval, contact res-urcte-7erso

2.) Arrange )bservatir-n date, time, place, student prepar
tion

3.) Preparation-nlannin (See pp. 67-0)

a.) Purposes, procedures stated, transportation arrang
b.) List things to learn: pip name. duties, to,_,1s,

equipment, materials used, skills and abilities ne
c.) Facilities, processes, product or services provide
d.) 'ricers attitudes toward w)rk,e).1p1,:rer,supervisor
e. ) Preparation required, opportunities as a

career, how to enter, advance, fut-Ire outlo)k
4. ) Tne reporting, Lvaluati:n, follow-u . procedures

5. CAREER A; :D OCCUPATIONAL MATERIALS (F,rms 7-13, pp. 116-12L
187-203)
a. Occ'...pati.nai groupD.3.T. Part II, three digit

code numbers (See p,. 110-111)

b. Career areas (Occupati)nal Titles) (D.O.T. three di,:cit cod

c. Types ,f material and grade levels:

1.) Audio-Visual Aids (charts, displays, films,
filmstrips, pictures, slides, transparencies,
recordings, etc.)

2.) Reading Material (books, bibliographies/
directories, job descriptions, po-riodicals,
personnel handbopk, training manuals)

3.) Programmed data (Printouts from data processed
informati-m on jobs, training, etc.)

4.) Resource material:. (articles, equipment, models,
samples, pr)ducts, to)ls, etc.)



B. 5. Career and Occupational Materials (Continued)

d. Resource Persons or Other Sources of Career and
Occupational Materials

e. Addresses of sources

f. Values (advantages, disadvantages)

i. Rating/Evaluation (1. Very Good, 2. Good, 3. Average,
L. Below Average, 5. Inferior-Poor)

h. Instructional areas applicable (courses, units,
specific topics/projects)

VII. PLANNING USE OF RESOURCE PERSON (Forms 11, 12, 13, pp.53-55, 125-12'))

A. Work with coordinator in reviewing Career Information
Resources Directory and "Check List for Obtaining Resource Fcrc-ns"

B. Select appropriate resource person and alternates suited
t) purposes and phase of career education program

C. Secure appr.:_)val for use of resource person from school coorlinat--

D. Contact resource person in person and/or by phone, discuss
needs, secure services,sc'aedule.Send letter of coafirmation ncd
sugsestions. After presentation file reporting-waluati-n

Advise resource person on particulars--specific pirposes,
age-group, size of group, time available, backgrotnd and
preparation of students, interests of students, waere,
date, time of Tresentatio, transportation. (This is c7.-rdinn'---
teacher briefirg of the rasetrce perser.in conversation

F. Consider arran(,ement of room, equipment and facilities
required, checl..ing those to be supplieC, by resource pers-)n;
those by schoo:.

G. Assenble mater .als and develop plans fcr in- school
preparation of students, participation, recordinE, follow-'n

H. Inform other teachers of plans, in case the activity can bc snareri
or will take your students out of their classes during act.vity

VIII. PREPARATION FOR US? :JSOURCE PERSON (TEACHER AND STUDENTS) (pp.
(r7-62, 70-77, 125, 131 -135)
A. Arouse interest; provide background and readiness throuc,h

use -f materials, films, discussion, reading, bulletin
b-)ard displays, etc.

B. Keep daily log of planning for activity (Done by students).

C. Present qualifications, background, interests of resource
person (obtained from "Resource Persons and Materials
Inventory Form") (Form 5, 6, 7, 8, pp. 113-121)

So
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VIII. PREPARATION FOR USE OF RESOURCE PERSON (Continued)

D. Formulate specific purposes for presentation.

E. Suggest how resource person can meet purposes in conversation/letter.

F. Identify special information to be sought by students,

G. Develop list of questions to be answered by resource
person. (Send copy to resource person in advance of activity.)

H. Select one or more students to serve as recorders. (Brief students
on what a recorder is expected to do.)

I. Provide each student with duplicated copy of questions to
be answered and activity plans.

J. Arrange for student hospitality, introduction of resource
person.

K. Establish conduct and behavior codes for activity.

L. Plan for question-and-answer period.

M. Suggest how to express appreciation.

N. Indicate importance of impression the group makes 'on the
resource person.

IX. PRESENTATION BY RESOURCE PERSON (Forms 11-13, pp. 125-129)

A. In introductions of students, do them properly and clearly.
(Introduce recorder)

B. Introduce resource person and state briefly and clearly
why he is here and what he is to do.

C. Follow plans prepared for the activity.

D. Keep interruptions to the minimum. (Both students and
resource person have plans--make them work.)

E. Teacher keep in background so resource person will talk
to students.

F. During question and answer period, follow procedure agreed
upon in preparation for activity.(This time is primarily for
the students, not for the teacher.)

G. Protect time for end of activity.(Appoint a clock-watcher,
if necessary.)

H. Express appreciation to resource person.

I. Make comments of constructive criticism in the spirit of
fair play.
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X. FOLLOW-UP ACTIVITIES (Form 11, p. 110

A. Report of recorder on the presentation.

B. Check-back on answers to questions.

C. Note new questions and problems that emerge.

D. Evaluate the presentation in terms of how well the
group managed itself.

E. Discuss critically how the presentation could be improved.

F. Send letter of appreciation to resource person.

G. Write up visit for school newspaper, local press.

H. Arrange displays of audio-visuals, published materials,
programmed and other resource materials.

I. Use expressive media to portray what was learned.

J. Relate findings, etc. ,to school subjects and problems.

K. Share experiences and learnings with others by reports
to other classes, invitations to visit displays, materials
on bulletin boards, etc,

L. Prepare a notebook of activity as a record for une in
further work and for use of other groups, or the teacher,
using the same resource person or studying the same
problems.

M. Suggest that students talk with parents and other people
about how the visit was planned and what was learned.

N. Prepare evaluation report for school files and for resource
person. (See suggested forms for "Evaluation of Resource Person;'
"Teacher's Reporting Form," "Resource Person's Reporting
Form," and "Form for Self-Evaluation by Resource Person,"
Foi.ms 14A-B, 15-16, pp. 29, 30, 130-133, 164, 165)
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A GUIDE FOR ON-SITE VISITATIONS (FIELD TRIPS)*

A field study trip is a planned experience outside of the regular classroom.1

The experience may be called a trip, a school journey, an educational travel

program, or an excursion. The name is unimportant. It is essential, however,

that the community itself, as well as the teacher and the administrators,

understand what field study trips can contribute to the total educational

prorram.2 mooing outside the classroom is a most effective learnin,7 technique.

Psychology maintains that people learn best from first-hand experiences) This

is true only if the trip is an integral part of the educational program.

planned to accomplish certain ends which could not be accomplished as well

by any other approach. Trips for the sake of takinr.' trips are wasteful of

time and ineffective for learning.h The field study experience encourages

the learner to be a "spectator, participant, observer, interviewer. and

statistical and case study data gatherer." The learner is in contact with the

real situation and such an experience results in the best learning.5 Olsen

outlines some general objectives for using field study trips.6

1. To stimulate imagination and learning by providing sensory perceptions

which cannot otherwise be experienced.

2. To deepen insight into even familiar phenomena in the environment, for as

these matters are freshly interpreted, they take on new meaning.

3. To integrate classroom instruction by exposing artificiality of

conventional subject matter divisions, and by enabling students to view

facts and forces as they exist in their. everyday relationships in living

communitiea

14. To arouse student interest in new areas of thought and activity.

5. To teach the art of living with others from experiences of planning,

sharing, traveling and working together.

6. To facilitate opportunity for personal experiences which are real.

-17,7tie 7F337lotes" listed at conclusion of guide.
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7. To motivate school work by utilizing natural curiosity and guiding into

exploration and discovery.

8. To build character through practical necessity of developing such traits

as courtesy, patience, sportsmanship and cooperativeness.

Each trip is made up of three essential parts. First is the pre-

planning; second, taking the trip ;and third, the follow-up activities.

PLANNING THE TRIP

The success of any field study trip depends on how much thorough, pre-

planning, and organization the teacher has employed before the students

leave the school. Preparation is the keynote, if the student is to have a

pleasant and fruitful learning experience.?

unecic List zor Planning tine trip" 6cneculea Done

1. Has permission been granted by the proper authorities?

a. Has permission been secured from the principal and
the superintendent?

b. Has permission been secured from the parents?

c. Has permission been secured from the place to be
visited?

2. Did the teacher and the pupils cooperatively plan the
trip?

a. Have the objectives been established?

b. Have questions been formulated?

.

c. Have safety rules been established?

d. Wad there discussion about conduct and courtesy?

...i

3. Have the students participated in gathering background
information for the trip?

4. Have arrangements been made for chaperones or adult
leaders? .

-__

5:Have pre-arranged rest stops been scheduled?
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Scheduled Done

6. Has the program been confirmed by those in charge
at the destination?

7. Has the class discussed the mechanics of the trip
so they know what to expect?

8. Has the class discussed what things to look for?

9. Has the class discussed the importance of the trip
and why time is taken for it?

ID. Have final instructions been printed for the
students?

.1. Have all the proper arrangements been made for

transportation?

a. Are all the vehicles covered with insurance?

b. Do the driyers have proper instructions?

c. Are maps necessary to direct the drivers on the

planned route? .

TAKING THE TRIP

As the trip gets under way, effort should is made to see that it keeps to the

time schedule.9 The itinerary should follow as closely as possible the original

Planning. Ample time should be allowed to avoid a late return to schoo1.1°

See,"Final Check List," p. 58.

Olsen gives a last minute check list which will guide the teacher in the

final preparation just before the trip.11

1. Check the physical condition of the students.

2. Check the attire of the students for its appropriateness.

3: Check to see if all students brought all essential carfare, lunches,
equipment, etc.

4. Check to see that all students returned the consent slips.

5. Summarize briefly the purpose of the trip.

6. Determine whether the students with special jobs understand their
responsibilities.

7. Emphasize the importance of safety first and point out any hazards that
will be encountered.
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8. Review the essentials of good behavior.

9. Have the class get drinks and go to the rest rooms before they leave.

The following suggestions will help to make the trip both safe and
successful.12

1. Establish definite routines for all trips-- to reduce the management
factor to a minimum.

2. Use the "buddy" system. Make each student responsible for knowing
the whereabouts of his buddy at all times.

3. Put slow moving pupils at the head of the line to set the pace.

4. Train leaders to stop at corners and designated places before crossing
streets.

5. Put reliable persons at the end of the line to prevent straggling.

6. When the class is crossing the street. stand in the center of the
. crossing to direct thetraffic.

7. On train trips, avoid the first and last cars if possible.

Particularly with little children, arrange for all to visit the toilet
before leaving the school.

9. Encourage pupils to bring their lunches in boxes wrapped, tied and
labeled.

10. Discourage carrying more than a predetermined amount of money and limit
the types of purchases.

FOLLOW-UP ACTIVITIES

The field study should not end with the trip. Some of the most important

learnings take place in the review and summary and other follow-up activities.13

The whclo trip should be discussed and evaluated by pupils, both in relation

to the subjent being studied and in relation to methods of improving future tripo.14
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Check List ror Follow -Up Activities--d Yes No

1. Were the purposes of the trip fulfilled?

2. Did the group find answers to the questions?

3. Did the trip provide helpful information for the

unit under study?

4. Could the trip fulfill other objectives?

5. Was the trip beneficial and the best way of

securing answers to the problems?

-__

6. Was it worth the time and effort?

7. Was it worth the cost?

8. Were.,there any unexpected problems that pre-

planning should have answered?

9. Were the guides properly informed and prepared?

0. Were the students properly prepared?

1. Were any new interests developed?

2. Should the trip be recommended to other

classes?16

1

.3. Could the teacher develop skills in observation?

4. Were social skills and responsibilities developed as

the group planned. worked and travelled together?

.5. Were meaningful language skills developed from

outlining. keeping notebooks, writing letters,

and giving: reports?

h. Did better understanding result between the

teacher and students as they worked, together in

planning for and taking the trip?
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FINAL CHECK LIST

Scheduled Done
1. check the physical condition of the pupils. Fake sure

parents have taken care of all necessary medication.

2. Check the attire of the pupils for its appropriateness.
I

3. Check to see that all pupils returned the consent slips.

Summarize briefly the purpose of the trip.\

5. Determire whether the pupils with special jobs understand

their responsibilities.

6. Emphasize the importance of safety first and point out any
....._

hazards that will be encountered.

7. Have the pupils establish their own rules of good behavior.

8. Have the class elect their own group leaders (one/five

pupils).

9. Make name tags for all pupils, teachers, chaperones and

tour leaders.

D. Make attendance lists for chaperones.

.1. Have the class get drinks (short ones) and go to the

rest rooms before they leave.

t
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FINAL CHECK LIST

Scheduled Done
ec t e p ysica co t on o e pup s. Ma e sure

parents have taken care of all necessary medication.
! .

2. Check the attire of the pupils for its appropriateness.

3. Check to see that all pupils returned the consent slips.

14. Summarize briefly the purpose of the trip.

5. Determine whether the pupils with special jobs understand

their responsibilities.

6. Emphasize the importance of safety first and point out any-
,-------

hazards that will be encountered.-----

7. Have the pupils establish their own rulds of good behavior.

8. Have the class elect their own group leaders (one/five

pupils).

9. Make name tags for all pupils, teachers, chaperones and

tour leaders.

D. Make attendance lists for chaperones.

1. Have the class get drinks (short ones) and go to the

rest rooms before they leave.

.

r,
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WIMPLE a WIPE E92 0-SITE VISITATION (EMU TRIP)
A.

.Planning for visit to manufacturing
plant or other employing establish-
ment:

I Visit school shop and identify
some of the manufacturing
machines such as lathe and
milling machines. Visit

and have
teacher point out some of the

equipment.

2. Students should be prepared to
discuss'manufacturing or

occupations with
the factory representative.
Student CommitteeLhould make
arrangements with resource
person for visit.

3. Students should choose two
occupations they would like
to study and report to class
on, after visitation to plant.
a) EMphasize importance of

these occupations
b) Find out approximately how

many persons are employed
c) What is future status of

these occupations?
d) What training is needed

to enter?
e) Do you have to be a

high school graduate?
f) Is there an apprentice ,

program for this occupation?

h. Make arrangements for visit to

local manufacturing plant or
printing plant. Class should
be divided in groups of four
or five students. One adult
should be invited to go.

Have resource persons
or visit

from manufacturing plant
class.

viz::

The following
organizations arc cooperating
this study:

Organization Resource Person

. -^

Resource person should be prepared to
discuss specific occupations in his
plant. He should be preparing the
students for their visit.

If the resource person could bring some
material with him to demonstrate what
is done in his plant it would be much
more effective, For example, materials
showing various manufacturing operations
and an explanation of what machines and
what jobs do this, such as a film or
filmstrips.

Other Operations should also be

demonstrated.

Students should help make arrangements with
resource person for class visit to plant.

Resource person should, if at all possible,
be the host, when the class or members of
the class visit the plant.

Resource person should explain what they will
see and prepare the students to get the
most out of their visit.

60

."z



Topical Outline Suggesttens for Tcachta7Learning
Activities

5. Choosing students for plant Students wishing to make plant visit should

visit. show an interestfand only those with
a genuine interest in manufacturing
or should be allowed to
make the trip.
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Tmpica1 Outline

B.

Procedure for scheduling
field trip to manufacturing or

employing organization

_Suggestions for TeachinrLearning
Activities

Arrange field trip throozh.Sismaaaexx
Oeuazdalaadwara_Office,

School,,

"ldantiry the plant you wish to visit
and the day and the time. Indicate the
name of the resource person who visited
your class and the plant he represented.
Also indicate if you have enough adults
(1 per 5 students) going on the trip, and
finally, give the number of students
you intend to take.

Students should be divided into groups
before they leave the school.

Resource person should know ahead of time
the number of youngsters and adults
visiting. He should be given an opportunity
to plan the plant tour so that students
will be given an opportunity to-see
individuals performing in their occupations.
Students should get a chance to talk to
two or three of the workers obser/ed.

Several committees might be used effectively
and individual students given personal
responsibility for carrying out assignments.
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Iggal Outline Sugnestions. for Teachinr-Learnins'

ActivitiQs

C.

I. Review of field trip
Identify occupations

Classify occupations
to category or type
involved.

observed

according
of work

63

v.&

Make a complete list of jobs seen
on field trip.

Discuss manufacturing plant or other
places-visited and what they are
engaged in producing.

.

Have student committees report to
class on their particular occupations.
Give class an opportunity to ask
v.astions of the committee.

Have class classify the occupations
.ddscussed as:

Unskilled Professional Clerical
Semi-skilled Technical Sales
Skilled Managerial Service

Have students give their reasons
for classification.

Show slides and films; listen to tapes made
during field trips.

Each group will he responsible for
making a report to class on their
observations.
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Topical Outline Suggestions for Teaching-Learning
Activities

D.

I. Preparation for visiA., to
-training facility.
1. Education and training

required (high school,
post-high school, on-the-
job training)
A. Where education and

training can be acquired
1. Local high school
2. Local technical high

school
3. Apprenticeship

program'
4. On-the-job training

II. Plan visit to training facilities

Use "Check List for Planning
Visits," pp. 54-55

64

Teachers should go over with the class
the training facilities available to
them. Guidance counselors will be
helpful.

Visitations will be arranged by
Project Director (Resource Person)

Teachers should requests a date for
visiting

employing organization areas. A two
period block should be scheduled which
will include travel time.

Members of and
staffs will explain their programs and
discuss with students how they might
apply for the vocational courses.
Training facility may be visited.
Resource Person will make arrangements.



Tmpical Outline

E.

1. Field trip to training facilities

65

Suggestions for Tcachinr,-tearninc!

Activities

Arrange field trips to training sites
where students can observe training
programs. Make arrangements for
students to talk to individual
trainees and also be given an

overview by the institution.

Divide students into small groups
for training visits but bring them
together for their interview with
the instructors.

Have students prepare specific
quedtions they will ask.
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belsal Outline Suggestions for Teaching7Learning
Activities

F.

I. Review of training facility

field trip.

Discuss training and identify
specific occupations for which
the training was aimed.

G.

S. Post-Inventory and Braluotien

.66

What vocational courses are taught?

Machine Shop
Drafting
Graphic Arts
Automotive Repair
Service Station Operation and Management
Appliance Repair

What vocational curses are taught?

Machine Shop
Drafting
Electronics
Electricity
Automotive
Plumbing
Carpentry
Heating and Steamfitting
Meter/Small Engtse Repair
Hairdressing and Beauty Culture
Barbering
Licensed Practical Nursing

What occupational courses are taught?



GUIDE SHEET ON WHAT THE STUDENT MIGHT WANT TO KNOW

1. History of the occupation

2. Importance of the occupation and its relation to society.

3. Duties
A. Definition of occupation
B. Nature of the work

4. Nurther of workers engaged in occupations

5. Qualifications
A. Age
B. Sex
C. Special physical, mental, social, and personal qualifications

including those obviously n, cessary for services in all types of work
D. Special skills essential fo performance on the job
E. Special tools or equipmen essential for the performance
F. Selection
G. Legislation affecting occupation

6. Preparation
A. General education
B. Special training, including probable cost of training
C. Experience

7. Methods of entering
A. Public employment service
B. Special employment agencies
C. Civil Service examinations
D. Apprenticeship
E. License, certificate, etc.
F. Other methods and channels

8. Time required to attain skill
A. Special apprenticeship or union regulations
B. Length of period of instruction on the job
C. Length of time before median and maximum rates of

pay are reached

9. Advancement
A. Lines of promotion: jobs from which and to which

workers may be promoted
B. Opportunity for advancement
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10. Related Occupations
A. Occupations to which job may lead.
_B. Occupations from which one may transfer

11. Earnings
A. Beginning wage range
B. Wage range in which largest number of workers is found
C. Maximum wage received by most highly skilled 1

D. Median and average salary, if available, and difference for
sex and age groups

E. Annual versus life earnings
F. Regulations
G. Benefits
H. Rewards and sa"sfaction other than monetary

12. Conditions of work
A. Hours
B. Regularity of Employment
C. Health and accident hazards

13. Organizations
A. Employers
B. Employees

14. Typical places of employment

15. Advantages and disadvantages not otherwise enumerated

16. Supplementary information
A. Suggested readings: books, pamphlets
B. Trade and professional Journals
C. Other-sources of information
D. Lists of associations, firms,or individuals who may provide

further information
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EVALUATION OF JOB OPPORTUNITIES

Rate each job on the factors in the left hand column according to the
following scale:

1.Excellent
2.Good

3.Average
!..Fair

5.Pdor

Beginning Salary

Possibility of Raises

Work Environment

Physical Demands

Convenience of Location

Reputation of Firm

Fringe Benefits

Coworker Relations

Use of My Abilities

Interesting Work

Pressures

Learning Opportunity

Variety of Activities

Service to Others

Opportunities for ad
vancement

Hours of Work

Social Status

TOTAL SCORE'

Title of

Job #1
Title of
Job #2

Title of
Job #3
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VITAL
GLOSSARY

Section 1

Aperture card--An "IBM" -type card with a small film window near one end which
contains microfilmed occupational information.

Aptitude--The capacity for learning; a natural ability.

Career Analyst--A professional trained in the art of researching general and
local occupational information and writing job descriptions.

Dictionary of Occupational Titles (D.O.T.)--A publication of the U.S. Department
of Labor which contains a numerical and alphabetical list of all the jobs
in the United States.

Entry skills--Those skills which the individual must master before he is
considered for initial employment in a given occupation.

General Aptitude Test Battery (GATB)--An aptitude test developed by the Federal
Gaernment (-07eparTMent of Labor) which has a high correlation between
aptitudes and job success.

General Occupational Information - -Those things about a job that remain ccnstant
in any geographical area; i.e.,physical traits, personality traits and
aptitudes. (Local variables depend upon differences in employer requirements)

Handicapped ---A disadvantage that makes achievement unusually difficult.

Hard copy--The copy or "printout" of the occupational information contained on
aperture cards.

00b family--A group of occupations which all require closely related entry
skills, aptitudes, and training. (Cl-sters group all ocr;upational 1,vrlr in a field

Local lccupational informationThose job characteristics, conditions, pay, benefits
requirements that are pertinent to a specific geographical area and manpower n.Eds

Occupational Aptitude Pattern (OAP) - -A cluster )f aptitudes as reflected by
the GATB which specifies capacities considered important to a worker in
relation to adequate performance in a specific job or occupational family.

On-campus work station--The part-time assignment of a special education student
to work with and assist regular employees of the school system who work
On the specific campus where the student receives training. Examples
would be assisting in the school cafeteria, assisting on-campus
maintenance crews, and assisting on-campus custodial staff.

On-job-training--The student is placed in a specific job in the community
where he receives legitimate training leading to possible future
employment. The student usually works for a limited wage while in training.



Reader-printer--A machine which is placed than
making it possible for the student to read
on the aperture card and, if he so desires
that information. ( A Reader only allows

accessible place at gchool
the microfilmed information
make "take-away" copies of

reae'ng, but not printing out copies)

Special education--The provision of services additional to, supplementary with,
or different from those provided in the regular school program by a

systematic modification and adaptation of equipment, teaching materials,
and methods to meet the needs of exceptional children.

Teacher's guide--( Curriculum Guide) A handbook designed to be used by
teachers. It introduces students to the basic concepts and attitudes
that are needed to enter the world of work.

Training station- -Place where a student is receiving some form of occupational
training, either on-campus work station or with some business firm in the
community.

VITAL An acronym for Yocational Information Technique s Applied Locally.

Vocational--Being in training in a skill or trade to be pursued as a career.

Work station--Any location where a student may be assigned to learn specific
work habits or trades and where he can be given supervision by his
special education teacher or by the vocational adjustment coordinator.

World of work--A generic term used to refer to all occupations that are
available to all people; used to indicate the world in which a student
will live after completing high school training.
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VITAL CAREER INFORMATION CENTER
P. 0. BOX 44064 CAPITOL STATION
BATON ROUGE, LOUISIANA 70804

GL,SSARY OF CAREER GUIDANCE TERMS*
Section 2

Abilities - Actual power to perform acts, physical or mental, whether or not
the poer is attained by training and/or education. Ability implies thal,

the task can be performed now.

2. Adaptatility - the quality of being able to adjust one's self to changing
e):pectations within an occupation.

3. Adjustment - fhe process of personal modification which one must accept as
part of the changing world. ,Indi,:att-i by affective behavior-feelings and emotions,
cognitive behavior;

. Aptitudes - The tendencies, capabilities, or potentials to learn or under-
stand. Score.., sn "re jeneral Aptitude Test Battery" can be compared with "Occupational
Aptitude 1%ctern- holm,: and "Specific Aptitude Pattern" norms for local occupations.)

5. Attitudes - Relate to tendencies to accept or reject particular groups of
individuals, sets of ideas, situations or values reflected in speech-and behavior.

6. Avocational - An activity pursued in addition to one's work mainly for
leisure (hobby). Any individual whose career provides him with a means
of livelihood and some leisure time can find satisfaction through his
avocation in areas of life Other than his career.

7. Career - The sequence of occupations and/Or jobs engaged in or occupied
throtighout the lifetime of a person.

8. Career Development - A continuous, aevelopmental process, a sequence of
choices which form a pattern throughout one's lifetime and which represent
one's self-concept.

9. Career Development Process - A lifelong process which involves a series of
experiences, decisions, and interactions, and which, taken cumulatively,
results in the formulation of a v .2 self-concept and provides the means
through which that self-concept can be implemented both vocationally and
avocationally.

10. Career Education - Means of implementing and facilitating an individlIT's
career development.

11. Career Planning and Preparation - Describes the process whereby a person
examines his interests and abilities in relation to careers. As decisions
are made within his chosen career field, he must fulfill certain education
and training requirements.
Cluster (See "Occupational Cluster")

12. Coguitive beha:io: The conceptual, perceptual, and motor proces.,e inxoLed in a,tivity.

13. Community - Body of indiv.duals organized into a unit linked by common in-
terests--(society-at-large;people in general.)(Also, involef, school-community acti-Aties)

14. Concepts - Major ideas, thoughts or notions identified as essential to the
career development process.

15. Conditions - Circumstances which exist as a result of modifying factors.(Far
example: the unemployment rate and its relationship to government spending,

working condition, are the lo,,ation, surroundings and en,ironm..nt in whi-h a
specific job o-,.urF.)

* From WiJconsin ana other stat career curriculum r,ui leo, arc 1i,
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16. Deciaion Makin -ti - Determination arrived at after consideration.(Becuiree skills)

17. Decision-Making Process - Act of deciding upon an occupational course of
action in a systematic way, using-decision making skills.

18. D.O.T. - 'Dictionary of Occupational Titles - Comprehensive occupational
information resource which' classifies jobs alphabets ally, numerically, by
worker trait, industrial categories, divisions, and groups; also describes lobe.

19. Dignity and Worth - Degree of esteem (intrinsic worth) and relative values
of a person related to moral,intellectual,and personal values.

20. Economic Structure - The arrangement of the economic components making up
the free enterprise system (income earner, producer, consumer).

21. Educational Preparation - An educational process whereby a person meets
certain competency requirements in order to enter and remain and advance in
a certain occupation.

22. Employability - Being able to secure and maintain employment through proper
training and the exercising' of good work habits.

23. Ei......apLanyment Trends - General direction, aevelopment and movement of jobs

which includes: (1) Whether workers are currently in demand; (2) Whether
4 employment is expected to increase or decrease; (3) What the main factors

are which can influence the growth and decline of the occupation.

24. Entry Level - The first job one assumes in an occupational area.

25. Environment - The surrounding conditions, influences or forces that influence
or modify the career development process.

26. Evaluation Procedures - Those procedures designed to teat the effectiveness
of learning activities and objectives. (Student self- assessment is one example)

27. Extrinsic - The easily identifiable and extraneous features of occupations.
(Such as pay, hours)

28. Financial Aids - Monetary assistance which enables one to meet necessary
occupational training and/Or educational requirements. (Also called student aid)

29. Follow-la Service,- Finding. out what happens to students after they teave.ecbool
to aid their work or educational adjustment and improve the schoolls program.

c

30. General Education - Often referred to as a liberal education;--It is training
of a broad academic nature which does not have a particular occupational
objective. (May involve training which'helps a student reach general life-goals.;
(Goals-Somethings which one de:fires or wants most to reach--achieve)

31. Guilinee - An organized effort to help the individual reach his full potential,
including self-assessmentawarene-s, exploration, selection, preparation,
placement, and followup as steps in the career development process.

32. Individual Potential - Describes the capacity of the individual for changing

and/or developing into a state of self-fulfillment.

33. Industry - A group of productive, profit-making enterprises that have a
similar technological structure for production and that produce or supply
technically substitutable goods, services, and sources of income.
(Also, an economfc.unit, generally at a single physical location where
business is conducted or where services or industrial operations are performed.

An estabIishment.im claerified by type of activity in which engaged ariL!:y
a numerical code tilsir the giaziagiaindactrini Clagaifiratinn (8/0) 1.)



34. In.>titutiona - The sum total of the patterns, relations process, and material
instruments built up around major human activities. They regulate and

standardize the behavior of employees. (Also,eduoational institutions, such as shools)

35. Interdependency - Mutual dependence on one another.

36. Interests Through the study of self and occupations within the work world,
one expresses a preference for an occupational field or career area. Intererte may be
expressed verbally as preferences, inventoried on check lists or questionnaires,
manifested y actions. .eha\io. ani parti,-ipation, and tested under controlled conditions.

37. Interplay - Mutual action or influence - describes a reciprocal,relation -

ship.

38. Intrinsic - The internalized or inner values of an occupation which take

on a personal significance.

39. Job - Employment undertaken for ranuneratinn involving specific duties 1.1 an organization.

40. Job Description - Descriptive statement of account giving properties of a

particular job. (Includes purposes, lutieF, working .conditions, pay, hours,
opportunities, worker traits and sualification requirements, training anJ othe- jon data

41. Job Families - Describes jobs which are related through similarity in work
performed; tools, equipment and materials used; knowledge needed; and mental
and physical characteristics required of workers.

42. Job Family - Employment related through common elements of job or worker characteristics

such as aimilar job duties; tools or equipment used; knowledges, skills and traits needed.

43. Job Level - Position of a specific job based on achievement, importance and
value. Jobs may be -eked by prestige, wages. authotity,freedom, education or intelligence
of workers.

44. Job Requirements - Specifics needed to satisfy a particular area of work- knowledges,
Calls, abilities, personal traits,- training and experience required.

45. Learning Activities - Those teaching strategies identified to implement
topical areas. Tbing: n to bring about knowleigeo, killc, unjerotaniin-:, or behavioral

46. Learning Outcomes - Those achieved knowledges , skills, unierstanlings, or

appreciation. hict. have lemon.,tri-,ei the reaching of objective.; or belittviLl%1

47. Leisure Time - Free time after the practical necessities of life have been
attended to, an increasing commodity in our society due to technology.
It is that time which may be filled with activity which lasits reward in
doing rather than in the end product. (May involve avocations, hobbies, or recrt:ationL)

48. Life Style - An individual's way of life determined by attitudes and values
expressed in a self consistent manner.

49. Objectives - The teaching vehicle used to develop an understanding of ah
expressed career development concept. (Usually ::,tatei in meanurable term...)

50. Occupation - Work activity in various job settings in which people engage
in a group of similar tasks organized in similar ways. It occupies the
worker for a period of time but does not require single-minded comma gent.
It requires differentiated training but may involve considerable retraining.

(Occupational Cluster- 1 group of occupations occurring at all job clessiAcation
levels within a field or area work)
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51. Occupational Clusters - Describes occupations which are related and grouped

according to type of work, skill or worker, and place where work is carried

on. Usually listed as a group of occupations arranged according to *job

classification levels within an area of work.

52. Occupational Expectations - Rewards and satisfactions which a person antic-

ipates from an occupational choice which must be considered in relation

to self.

53. Occupational Fields - Areas of vocations in society.

54. 02sgational Information - Valid and usable data about occupations, in-

cluding duties, requirements for entrance, conditions of work, rewards

offered, advancement pattern, existing and predicted supply of and demand

for workers, and sources for further information.

55. Occupational Level - Position of an area of work based on achievement, im-

portance and value.
(On-Site Visitation--Field Trip/Observation)

56. Personal Attributes - Intrinsic qualities of an individual which he must

consider in relation to his choice of job and/Or occupation.

57. Personal Neede - Relating to a particular person in a private manner- -

must be met through/his occupational choice.

58. Phase - A stage or interval in a development or cycle,individually or as a group.

59. FlAgement - placed in the_ suitable class, section, social group, part-

time, full-time work or other activity- (Usually evaluated by a "follow-up")

60. Plant Tour - A visit or field trip to learn about occupations in an org zation,

61. Relevance - The identification of occupational elements which must be

pertinent, appropriate, or applicable to the individual.

62. Self - The entire make-up of the individual, emphasizing the relationship

between the individual'schangingpereeptions of himself and a meaningful

career choice.

63. Self Appraisal - To evaluate one's self with respect to one's attitudes,

values, etc.,so that a realistic decision and choice can be made.

64. Sequential - Used to describe the continuous and 7:onsecutiv: phases of the

nareer develqpnent process. (Associated with scope - number, variety, and
t-mITIexity or phases)

65. Service Occupations - Work which meets the needs oamfOit, and safety of people.

66. Significant Adults - People who through effective interpersonal relation-

ships influence the career choice of others.(Parents,teachers,counselors, and

other resource peop10)

67. Skills - The ability of an individual to use one's knowledge effectively in

the execution of work performance. A developed aptitude.

68. Social Needs - Needs of society which are met through people working in

occupations necessary for the sustenance of that society.
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69. - Quality or state of being specialized for use of employment

in special line of work.

70. Stage - Period or step in a process, activity or development.

71. Technical Occupations - Occupations related to specific mechanical and

scientific knowledge.

72. Technology - Application of scientific principles to industry.

73. Tonic - Specific teaching content which enables the implementation of

stated objectives.

74. Values - Standard of judgment accepted by persons, groups, or institutions,
stemming from and conditioned by their societal contacts.

75. Vertical Mobility - Movement between jobs considered to have different status.

76. Vocation - Implies a dedication or long-term commitment with a high level

of requirements, rewards and expectations of work engaged in by an individual.

77. Vocational Guidance - An "individualized" aspect of the educational program
which is designed to enable each student to reach his full potential in

the area of career development.

78. Work - Fulfillment of job duties, expectations for which one has been em-
pllyed in order to provide a "purposeful" means of livelihood.

79. Work World - The breadth of career opportunities, and the unique aspects of

occupations in relationship to an individual preparing to make a career

decision.
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TARGET POPULATION

SELECTED

4,

DEFINE JOBS TO BE

SURVEYED

DESIGN DATA

COLLECTION

INSTRUMFaT

DEFINE INDUSTRIES

TO BE SURVEYED

DEFINE DEMAND

COLLECTION REGIONS

1
SELECT DATA

COLLECTORS

TRAIN DATA

COLLECTORE.

COLLECT DATA

PROCESS DATA

PRINT REPORTS

DISSEMINATE

REPORTS

Fiimre L. Sequence Chart for Occupational Information Survey

O. 3



TABLE 4. A. DGUI:IANA F'CE 7MMAEY
(In ThvusandL)

"a qh..d ")Pna-f,nert f)4 Ernr, -+ t nv ;

:,,N; '., :.," :... TiCE

i.--1;:l.kYM-
Percent ,*: '..:.:.'rk F,-,-c.,

N:NAGI,ICUI=AL WAC,7 AN:, .1111U F2) W AERS 1 .

MINING AND TARRYING 1

Crude Petr-le,..im & :L...4..;.ral Gas ir-)ducLior

C ,NTP,A'71` C,."..;.i"..:I'L,N
Ncnmet:illic Mining and ..uar-,p-ig

e\MANUFACTUPTii'l
Puralle Goods P I
'Lumber & Wocd Products
Furniture ..; ".'ixture-
Stone, Clay & Glass : -duc:s.

Machinery, Except :::lenrica-
Fabricatrd Metal Pr.:duc-s
Primary Metal Products

Fle;:tric%1 Equipmert
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Petroleum Refining

TRANS,. , co.,!11 AND ii 13" 7, U-LI-I"....'
Interstate 'railroad

Communication & Public. ',;tilities
Other Tranrportaticr....

TRADE
Wholesale Trade
Retail Trade
General Merchandise, Apparel & Accessories..
Food
Automobile Dealers & 'tervice Stations.
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FINANCE, INSURANCE AND REAL ESTATE
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Hotels & Lodging Places
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Federal
State Local&
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.3

5 .2
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75:9

198:5
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5.5
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3.7
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16.8
1.6
7.6
6.1
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20.1
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0.8

98.9
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192.7
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31.,

33,33: 38.0
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2.0 2.8

61 A
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M1,) l'.71,SI;T rlIVI;,1()%;,

. A 4

DEFINITION OE INPL,3TRY CRCJP.;

The industrial classifications covered in/(his release are as follows:

MINTN:; i.trac,ion of mineral, such as crude oil and natural gas
productibn and ncta.:ral as liquids, oil and gas field
contract field soy/ices, salt, sulphur, sand and gravel
qu,rries.

CONf;TUCTIO% .eneral contractors in the construction of buildings,
nighways, bridges, and special trades, such as plumbing
and pintfrng.

VAN:FACTJR1:.G ;'rodJction of 4 finished produ,:t which is reAy for
utilization or c.ns,.mption; and Berri- finished product to

teco's, rp moterial for fu:ther manufacturing.

Aiz w +- tzic, 1),1 ,nd pipe lines with related services;
telaphone and telegraph services; radio-tele-

viio, st,tions; eloct.ic, els, steam and water companies.

TRA: i ./;.,1. le mezch en).ged in luving and selling on tacit
,ount. ,'et, 11 store ,. s'ellinu general merchindise

including depirtment stoze, grocery stores, restaurants,
!Ild..ar, apparel and utcmotive supplies.

FINANA.,
AL LOTATL

smicr, e

GO7F.P.T.IINT

Ea'e-, security dalers, loan agencies, insurance carriers
ng irokers, and real estate agents and brokers.

Hotels and lodging places; personal, business, repair, and
imusement services; medical, legal, engineering, and
other professional services; education institutions; nonprofit
remtership organization;; and other miscellaneous services
are included.

This division iacludes all Federal, State, local, and

international government activities, such as the legislative,
judicial, and administrative functions as well as government-
aAned or operated business enterprises.

1970 1971

lotl 'overt.-1 Emplorment 100.0% 100.0%

6.9 6.8

1972

100.0

5.6
Contract Construction 9.8 9.8 8.7
Msnufacturiag 23.9 23.3 19.1
Trans., Comm. F. Utilities 11.5 11.2 9.1

29.6 30.1 27.0
iin:nce, Ins. f. keJ1 Estate .7 5.8 5.3
Servic.s ":5..allar.eous 1:.6 13.0 15.4
Govern:rent 9.8

1,
9k)
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RANK

1970 CENSUS

RANK ORDER OF THOSE EMPLOYED BY OCCUPATIONAL. CATrJORIES

OCCUPATIONAL CATEGORY

1. Professional, technical, and kindred workers

A. Teachers, elementary and secondary schools

b. Health workers

2. Clerical and kindred workers

3. ertftsmen, foremen, and kindred workers

M. Construction craftsmen

b. Mechanics and repairmen

4. Service Workfare

a Cleaning and food service workers

b. Personal an health service workers

Protactiv service workers

5. Ma gars and administrators, except farm

a. Salaried

b. Self-employed in retail trade

6. Operatives, except transport

7. Sales workers

a. Retail Trade

8. Laborer, except farm

9. Transport equipment operatives

10. Private household workers

11. Farm wcrkers

TOTAL'EMPLOYED, 16 years old and over

EMPLOYED PERCENT

20,383 19.87

4,300 4.19

2,433 2.37

18,470 18.00

15,884 15.48

5,127 4.99

3,049 2.97

11,595 11.30

5,871 5.72

2,748 2.68

1,363 1.33

9,428 9.19

8,035 7.83

675 .66

7,829 7.63

7,283 7.10

3,851 3.75

3,734 1 3.64

3,705 3.61

3,508 3.42

758 .74

102,577

LAEOR FORCE CHARACTERISTICS

OF EAST BATON ROUGE PARISH

RANK ORDER OF THOSE EMPLOYED IN OCCUPATIONAL CATEGORIES OF

DICTIONARY OF OCCUPATIONAL TITLES (D.O.T.)

(Based on 1970 Census Data)*
_

RANK D.O.T. OCCUPATIONAL CATEGORY
NUMBER
EMPLOYED PERCENT

1. Professional, Technical, and Managerial occupations 29,811 29.06

2. Clerical And Sales Occupations 25,753 25.10

3. Machina Irsdes, Bench Works and Structural Work 15,884 15.48
Occupations (including foremen)

4. Service Occupations 15,103 14.72

5. Laborers (all categories, except farm) 3,734 3.64

6. Mater ?refight and Transportation Occupations 3,705 3.61

7. Farm workere 758 .74
VITAL EMPLOYED, 16 yrs.+ 102,577 99.98

The data from tae census is not entirely compatible with the occupational
categories used in the D.O.T. Therefore comparisons need to be used with
caution. For example, the census places craftsmen, foremen, and kindred
workers all in ane category instead of separating them into managerial,
machine trade, bench work, and structural work occupations as is done in
the D.O.T. The census also has a separate category for laborers, while

rf specific occupational classi-

the D.O.T. classifies laborers for maJor category of occupations.
Furthermore, the census does nos
fications within each category as does the D.O.T.

83 VITAL Career Information Center



TABLE h.

RANK ORDER OF

TYPES OF EMPLOYERS HAVING LARGEST EMHJOYAENT

IN

BATON ROUGE AREA

(Based on tabor Area Trends, Dec., 1972)

RANK INDUSTRIAL CLASSIFICATION TYPE EARLOYMENT PERCENT

1. GovernMent-Federal, State, Local* 31,300 22.84

2. Trade-14,1holesa3e, Retail 25,100 18.32

3. Services 15,400 11.24

4; Contract Construction 12,425 9.07

5. Chemical and Petroleum Products 11,700 8.54

6. Finance, Insurance and Real Estate 6,650 4.85

7. Transportation,,Communication, and Public Utilities 5,475 4.00

8. Food and Kindred Manufactured Products ,1,825 1.33

9. Printing and Publishing 1,100 .80

10. Agriculture 1 1,100 .80

11. Fabricated Metal Products 850 .62

12. Stone, Clay and Glass Products 850 .62

13. Crude Petroleum Production and Mining 500 .36

14. Lumber and Wood Products Manufacturing 300 .22

Subtotal-- 104,975 83.61

All other non-agricultural employment--self-
employed, unpaid family workers, and domestics
in private households 14,950 10.91

All others employed in manufacturing of goods 1,100 ;80

TOTAL EAPLOYMENT 130,625 95.32

Unemployed--varies, but as of Dec.I 1972 6,375 4.65

TOTAL CIVILIAN LABOR FORCE 137,000 99.97

Includes all regular government functions and government operated
facilities.

Compiled by VITAL Career Information Center

814

9



N

T
A
B
L
E
 
5

K
I
N
D
S
 
A
N
D
 
N
U
M
B
E
R
 
O
F
 
E
M
P
L
O
Y
E
R
S
 
I
N
C
L
U
D
E
D
 
I
N
 
O
C
C
U
P
A
T
I
O
N
A
L
 
I
N
F
O
R
M
A
T
I
O
N
 
S
U
R
V
E
Y
 
1
9
7
1
*

(
R
e
g
i
o
n
a
l
 
E
m
p
l
o
y
e
r
s
 
g
r
o
u
p
e
d
 
a
c
c
o
r
d
i
n
g
 
t
o
 
D
i
v
i
s
i
o
n
s
 
i
n
 
t
h
e
 
S
t
a
n
d
a
r
d
 
I
n
d
u
s
t
r
i
a
l
 
C
l
a
s
s
i
f
i
c
a
t
i
o
n

M
a
n
u
a
l
)

N
u
m
b
e
r
 
o
f

P
e
r
c
e
n
t
 
o
f

E
m
p
l
o
y
e
r
s

S
u
r
v
e
y
e
d

N
u
m
b
e
r
 
o
f

P
e
r
c
e
n
t
 
o
f

S
u
r
v
e
y
e
d

E
m
p
l
o
y
e
r
s

E
m
p
l
o
y
e
e
s

E
m
p
l
o
y
e
e
s

I
n
 
R
e
g
i
o
n

I
n
 
R
e
g
i
o
n
*
*
 
I
n
 
E
.
B
.
R
.

I
n
 
E
.
B
.
R
.
*
3
F

D
i
v
i
s
i
o
n
 
A
.
 
A
g
r
i
c
u
l
t
u
r
e
,
 
f
o
r
e
s
t
r
y
 
a
n
d
 
f
i
s
h
e
r
i
e
s

1
3

.
7
 
%

1
,
1
0
0

1
.
0
 
%

1
.
-
-
4

D
i
v
i
s
i
o
n
 
B
.
 
M
i
n
i
n
g

3
2

1
.
8

S
o
o

.
5

'
-
-
-
-

D
i
v
i
s
i
o
n
 
C
.
 
C
o
n
t
r
a
c
t
 
C
o
n
s
t
r
u
c
t
i
o
n

1
8
4

1
0
.
4

1
2
,
0
0
0

1
1
.
0

D
i
v
i
s
i
o
n
 
D
.
 
M
a
n
u
f
a
c
t
u
r
i
n
g

1
8
6

1
0
.
6

1
8
,
0
0
o

1
7
.
0

c
o

a
r
t

D
i
v
i
s
i
o
n
 
E
.
 
T
r
a
n
s
p
o
r
t
a
t
i
o
n
,
 
C
o
M
m
u
n
i
c
a
t
i
o
n
,
 
P
u
b
l
i
c
 
U
t
i
l
i
t
i
e
s

9
5

5
.
4

5
,
3
0
0

5
.
0

D
i
v
i
s
i
o
n
 
F
.
 
W
h
o
l
e
b
.
l
e
 
/
 
G
.
_
.
 
R
e
t
a
i
l
 
T
r
a
d
e

5
7
0

3
2
.
4

2
1
,
6
0
0

2
0
.
.
4

D
i
v
i
s
i
o
n
 
H
.
 
F
i
n
a
n
c
e
,
 
I
n
s
u
r
a
n
c
e
,
 
a
n
d
 
R
e
a
l
 
E
s
t
a
t
e

8
3

4
.
7

5
,
9
2
5

5
.
6

D
i
v
i
s
i
o
n
 
I
.
 
S
e
r
v
i
c
e
s

2
8
0

1
5
.
9

1
4
,
4
5
D
"
-
*

1
3
.
6

D
i
v
i
s
i
o
n
 
J
.
 
G
o
v
e
r
n
m
e
n
t

3
1
8
#

1
8
.
1

2
6
,
9
0
0

2
5
.
4

1
,
7
6
1

1
0
5
,
7
7
5

*
 
B
a
s
e
d
 
u
p
o
n
 
A
u
g
u
s
t
,
 
1
9
7
1
,
-
i
s
s
u
e
 
"
B
a
t
o
n
 
R
o
u
g
e
 
L
a
b
o
r
 
A
r
e
a
 
T
r
e
h
d
s
"
 
a
n
d
l
A
i
s
i
a
n
a

S
t
a
t
e
 
E
m
p
l
o
y
m
e
n
t
 
S
e
r
v
i
c
e
 
r
e
c
o
r
d
s
.

*
*

P
e
r
c
e
n
t
s
 
a
r
e
 
r
o
u
n
d
e
d
 
t
o
 
n
e
a
r
e
s
t
 
t
e
n
t
h
s
 
a
n
d
 
a
r
e
 
n
o
t
 
n
e
c
e
s
s
a
r
i
l
y
 
a
d
d
i
t
i
v
e
:

*
*
 
D
o
e
s
 
n
o
t
 
i
n
c
l
u
d
e
 
1
4
,
9
2
5
 
n
o
n
-
a
g
r
i
c
u
l
t
u
r
a
l
 
s
e
l
f
-
e
m
p
l
o
y
e
d
,
 
.
u
n
p
a
i
d
f
a
f
i
l
l
y
 
w
o
r
k
e
r
s
,
 
a
n
d
 
d
o
m
e
s
t
i
c
s
 
i
n
 
p
r
i
v
a
t
e

h
o
u
s
e
h
o
l
d
s
.

#
I
n
c
l
u
d
e
s
 
d
i
v
i
s
i
o
n
s
,
 
d
e
p
a
r
t
m
e
n
t
s
,
 
a
n
d
 
a
g
e
n
c
i
e
s
 
w
i
t
h
 
e
n
t
r
y
 
o
c
c
u
p
a
t
i
o
n
s
 
l
a
r
g
e
l
y
 
c
o
v
e
r
e
d
 
b
y
 
c
i
v
i
l
 
s
e
r
v
i
c
e
.

4



CONTACT
PERSON

TABLE 6. FOii1M3 AND ENVELOPES NEELID BY CONTACT PERSON FOR SURVEY
BY STANDARD IEDUSTRIAL CLASSIFICATION

(Taro Digit Codes)
CODES - BUSINESS, INDUSTRIAL, ORGANIZATION GROUPS.

Tale and I seriptions of Industries
11is ismn A Agriculture, forestry, and fishing

Major Group 01. Agricultural production-crops
Major Group 02. Agricultural production-livestock_
Major Group 07. Agricultural services
Major Group OS. Forestry.
Major Group 09. Fishing, huritiiy, and trapping

Du :win It. Mining
Major Group 10. Metal mining
Major Group 11. Anthrneife mining
Major Group 12. Bituminous coal and lignite mining_
Major Group 13. Oil and gas extraction.
Major Group 14. Mining andquarrying of nonmetallic minerals, except

fuel.
:run C.

Division D.

ision

Number of
Enve-
lopes Return

for Enve-
Mailini lopes

Long Short
Forms Forms

Construction
\lnjor Group 13

Major Gr -nip 16.

Major Grow) 17
Alma:teaming
Major Group 20

Building construction-general contractors and opera-
tive builders
Construction other than building construction - general
con trnctors
Const ruction-s ecinl trade contractors

Food and kindred products
Major Group 21. Tobacco manufactures
Major Group 22. Textile mill products
Major Group 23. Apparel and othertinished products mnde from fabrics

and sitniliamatfiTals
Lumber and wood products, except furniture
Furniture and fixtures -
Paper and allied products................
Printing, publishing, and allied industries._
Chemicals and allied products
Petroleum refining and related industries
Rubber and miscellaneous plastics products_
Leather and leather products
Stone, clay, glas,, and concrete product_ .

Primary metal industries_
Fabricated metal products, except machinery and
transportation equipment .

Major Group 35 Machinery, except electrical. _ _

Major Group 36. Electrical and electronic machinery, equipment, and
.apphe.

Major Group 37 Transp.rtation equipment .-
NIajor Group :38 Mea- luring, analy7ing, and controlling instruments;

photographic, medical and optical goods; matches
and clocks

Major Group 39. Nliscellaneon manufiuturing industries_

Major Grolip 24.
Major Group 2,
Major Group 2G.
Major Group 27.
Major Group 2S.
Major Group 29.
Major Group 30.
Major Group 31.
Major Group 32.
Major Group 33
Major Group 34.

Transportntion, communications, electric, gas, and sanitary services._
Major Group 40. Railroad transportation
Major Group 41. Local and suburban ditimit and interurban highWay

passenger transportation
Major Group 42. Motor freight transportation and warehousing
Major Group 43. U.S. Postal Service
Major Group 44. Water transportation. .

Major Group 43. Trnnsportation by air..
Major Group 46. Pipe lines, except natural gas_
Major Group 47. Transportntion services_ _

Major Group 48. Communication.,. . ........
NIn'or Grou ) 49. Electric and sanita services
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CONTACT PERSON

Division F

Division G

Division II

Division I.

'FORMS AND ENVELOPES NEEDED BY CONTACT PERSONS FOR SURVEY
BY aumaa WDUSTRIAL QUMLEMATI212

(Continued)

CODES-BUSINESS, INDUSTRIAL, ORGANIZATION GROUPS

Wholesale trade
Major Group 30.
Major Group 51.
Retail trade
Major Group 52.

Major Group 53,
Major Group 54.
Major Group 55.

_Major Group 56.
Major Group 57.
Major Group 58.
Major Group 59.

Wholesale trade-durable goods
Wholesale trade-nondurable goods

lding materials, hardware, garden supply, and
mobile home dealers__ _

General merchandise stores
Food stores_
Automotive dealers and gasoline service stations_
Apparel and accessory stores_
Furniture, home furnishings, and equipment stores .
Eating and drinking places
Miscellaneous retail

Number of

lopes
Long Short for

Forms Forms Maili

Return
Enve-

lopes

Finance, insurance, and.real estate
Major Group 60. Banking
Major Group 61. Credit agencies other thau banks
Major Group 62. Security and commodity brokers, dealers, exchanges,

and services
Group 63. Insurance --
Group 64. Insurance agents, brokers, and service
Group 65. Real estate
Group 66. Combinations .of real estate, insurance, loans, law

offices
Major Group 67. Holding and other investment offices

Major
Major
Major
Major

SerVices
Major Group 70. Hotels, rooming houses, camps, and other lodging

places
Major Group 72, Personal services
Major 'Group 73. Business services
Major Group 75. Automotive repair, services, and garages
Major Group 76. Miscellaneous repair services_ ..
Major Group 78. Motion pictures
Major Group 79 Amusement and recreation sera ices, except motion

pictures
Major Group 80. Health services_ ______
Major Group 81. Legal services
Major Group 82. Educational services

Major Group 83. Social cerxices. _ _ . _

Major Group 84. Museums, art galleries, botanical and zoological
gardens. _

Major Group 86. Membership organizations
Major Group 88. Private households
Maor Cron 89 Miscellaneous service _

Divi.ion J. u is in ministration
Major Group 91. Executive, legislative, and general government,

except finance
Major Group 92. Justice, public order, and safety
Major Group 93 Public finance, taxation, and monetary policy _ - _
Major Group 94 Administration of human resources programs .....
Major Group 95. Administration of environmental quality and housing

programs _
Major Group 96. Administration of economic programs_
Major Group '17. National security and international affairs
Nonclassifiable establishments
Major_Group 99. Nonclassifiable establishments.: .....

Division K
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VOCATIONAL
INFORMATION
TECHNIQUES

APPLIED
LOCALLY

VITAL CAREER INFORMATION CENTER

LOUISIANA STATE DEPARTMENT OF EDUCATION
421 NORTH STRUT P. 0. Box 44003

BATON ROUGE. LOUISIANA 70804

FORM 1-- LETTER

VITA L

VOCATIONAL

iNFOVAATION

TECHNIQUES

APPLIED

Loam?

Dear Employer:

Today the new pmphasis in our educational system is on career
information and guidance. Students want to know what career
opportunities and requirements occur in our local area. A
special Advisory Committee made up of representatives from
business, industry, labor, government, education and civic groups
pis cooperating with the VITAL Career Information Center to meet
these student needs.

You can make a valuable-contribution to the career development of
these students in our area schools, your future employees, by
completing the attached form. The information you provide will
be kept strictly confidential and -hi:used for statistical purposes
only. By ompleting the form you will be helping to assure the
better preparation of students too become successful and satisfied
employees. Q

Please complete the information on each entry-level occupation
that will lead to a career in your organization. Fill out all of
those items on the form which apply to your organization. If
you have previously completed similar forms for the Center, please
review and make changes in items that need to be updated.

If you can spend the time of a coffee break to complete this
form, the results should be quite rewarding in the type of
applicants you will receive for employment. When you have completed
this, return it to the VITAL Career Information Center.

Thank you for your cooperation.

Yours very sincerely,

89

The VITAL Project is co-sponsored by the Louisiana State Department of Education and School Boards of the following Parishes.
Ascension, East Baton Rouge, East Feliciano, Iberville, Livingston, Pointe Coupe; St. Helena, West Baton Rouge. West Feliciano.
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VOCATIONAL
INFORMATION
TECHNIQUES

APPLIED
LOCALLY

Dear Employer:

VITAL CAREER INFORMATION CENTER

LOUISIANA STATE DEPARTMENT OF EDUCATION
421 NORTH Sinctr P 0 Vox 4.4064

RATON ROUGE. LOUISIANA 70604

FOR:: 2- -LETTER
4

VOCATIONAL

I,3JORMATION

TECHNIQUES

APPLIED

LOCALLY

Today the new emphasis in our educational system is.%p career
information and guidance. Student want to know what career
opportunities and requirements occu in our local area. 'A
special Advisory Committee made up of representatives from
business, industry, labor, government, education and civic groups
is cooperating with the VITAL Career Information Center to meet
these student needs.

You can make a valuable contribution to the career development of
these students in our area schools, your future employees, by
completing the attached form. The information you provide will
be kept strictly confidential and be used for statistical purposes
only. By completing the form you will be helping to assure the
better preparation of Students to become successful and satisfied
employees.

Please complete the information on each entry-level occupation
that will lead to a career in your orgatizatioff. Fill cut all of
those items on the form which apply to your organization. If.
you have previously completed similar forms for the Center, please
review and make change! in items that need to be updated.

If you can spend a feW minutes of your time to complete this
form, the results should be quite rewarding in the type of
applicants you will receive 1Jr employment. Whon you have cw/Ipleted
this, retLn it tu the VITAL Career Information Center.

Thank you\ for your cooperation.

Yours very sincerely,

r4- .

-7- 4,1 r.;. ir. y ,,cJ:
',"1.r. IL! p-1-0,I

The VITAL. Prniect is cl.-sponsored by the Louisians State Department, of Education and &hoof Boards of the. folh,a mg, Rini hes
Ascension, East Baton Rouge, Fast Felictana, Ln.ngston, Pointe Coupee, St Helena, West Baton Runde t reh(latia.



FORM 2

VITAL CAREER INFORMATION CENTER
P. 0. BOX 44:1eisCAPITO1 STATIONS
BATON ROUGE, LOUISIANA 70d04

Mad," CCCUPATIONALI4FURMATICN :JRVEY DORM
(ConricPsst:a1)

INSTRUCTIONS: Will you please complete one of these forms for each Job title. Place checks
in the appropriate boxes and write in the specific information requested.

00

1. NAME OF ORGANIZATION

2. DIVISION OF ORGANIZATION (if any)

3. STREET ADDRESS

4. WAILING ADDRESS

5. TOWN \ 6. PARISH

B. TELEPHONE(S) EKTENSION

p. NURSER OF EMPLOYEES: Regular: Seasonal: ; PartTime:

]!(). YOUR NAME

7. ZIP .

12. OFFICE LOCATION Room

13. CLASSIFICATION OF ORGANIZATION (Chock the 2.1b1r division and category, then write in the

, spaces below the speciVc,type of business, industry or :

1
organization, and principal products, activities or services)

A. AGRICULTURE, FORESTRY, AND FISHING:---
(1) Agriculture Services (6) Other (State):

Cropi _Soil
_Livestock Veterivary

Landscape
/

/

(2) Forestry
(3)' __Fishing
(4) Hunting
(5) __Trapping

B. MINING:
(1) Oil and Gas Extraction;
(2) Other Minerals: (___Clay; Gravel; Salt; __Sand; Shell)

C. CONSTRUCTION:
(1) Contractor: (__General Building; Heavy Construction; Special Trade)

D. MANUFACTURING:

(1) Food (7) . Chemicals

(2) Apparel (8) 'Petrolcuil

(11 Lumber and Wood (9) Rubber; Plastics

t. _Furniture (10) Leather

(5) Paper and its Prod. (11) Stone, Clay, Class

(6) Printing; Publishing (12) Primary Metals

(13) ___Fabricated Metals
(14) __Machinery
(15) ___Electric Equip.
(16) ___Tiansportation Equi

Prod. (17) ___Instruments, Photo.
Medical, Optical Goods

(18) ___Misc.(0ther typeprm.

(State):

(6) ___Electric, Gas, and
Sanitary Services

(7) ___Other (State):

E. TRANSPORTATION AND PUBLIC UTILITIES:
(1) Local and Interurban (3) W ter Transportation

Passenger Transit (4) Transportation by Air

(2) Trucking and Ware- (5) Communication
\.

housing
\

F. WHOLESALE TRADE (State type):

C. RETAIL TRADE:
(1) Building Materials

& Carden Supplies
(2) General Merchandise

Stores
(3) Food Stores

Automotive Dealers &
Service Stations
Apparel and Accessory
Stoics
Furniture and Home
Furnishing Storer

H. FINANCE, INSURANCE, AND REAL ESTATE:

(1) _Banking (3) Insurance Carriers

(2) Credit Agencies Other (4) Rmal Estate

than Banks

93a

1"0

(7) Eating and
Drinking Places

(8) Miscellaneous
Retail (All Others
1.e.sDrug Stores)

(9) Other (State):

(5) Other (State):

(OVER)

11"



I. SERVICES
(1) _Hotels and Other

Lodging Places
(2) __Personal Services
(3) Business Services
(4) Auto Repair, Services

and Garages

(5) ___Miscellaneous Repair (9)
Services (10)

(6) ___AmusLment & Recreation (11)
Services

, (7) Health Services
(8) _Legal Services

(12)

Educational Services
Social Services

Miscellaneous
Services (Account.,
Architectural &
Engineering)

--Other:
J. PUBLIC ADMINISTRATIONGOVERNMENT (Division):

13. SPECIFIC KIND OF BUSINESS, INDUSTRY, ORGANIZATION:

14. PRINCIPAL PRODUCTS, ACTIVITIES, AND/OR SERVICES: 15. DATE:

16. OCCUPATIONAL INFORMATION:

A. JOB TITLE:

B. BRIEF DESCRIPTION OF WORK DONE:

C. ]CLASSIFICATION OF OCCUPATION: (Please check the occupational group the job best fits in),

(1) Profession., ,rchitecture, Art, Engineering, Math., Physical Science, Life Science.
Social Science) Medicine, Health, Museum, Library, Law, Religion,

(2)
Sub-Prof./

(2' Technical Writing, Entertainment, Recreation _prof., sub-prof.,tech.occupatien:

(3) Administrative Specialization'(Accounting, budgeting, analyzing personnel and
materials in the production, distribution, and consumption of goods and services)

(4) Line or Organization Management (Official, Executive, Supervisory, Managerial Won.)

(5) Clerical (Stenography, typing, filing, recording, collecting, distributing
information)

(6) _Sales (Selling or influencing customers in favor of products or services)

(7) Service (Housekeeping, cooking., food serving, personal serving, public servin,,,
or protecting)

1 ,

(8) Farming, Fishery, Forestry (Growing, harvesting, gathering, protecting plants/
- animals)

(9.)., Processing (Refining, Mixing, Treating working materials and products)

(10) Machine Trades (Feedin6, Tending, Operating, Controlling and Repairing Machines)

(11) _Bench Work (Usin; handtoots and bench machines to -Lake, assemble, repair and
inspect relati%ely small objects and materials at bench, worktable, or conveyor)

(12) Structural Work (Fabricatin,,, erecting, installin.;, paving, painting, toustructini
repairing structures or structural parts of large objects)

(13) Other Work (Transporting, deliverin,,, packaging, warehousing, servicing utilities,
amusement, recreation equipment, mtning-logging, graphic arts preparing)

D. EMPLOYMENT STATISTICS AND OPPORTUNITIES (Please supply the figures and information
requested)

Number
(1) Workers are presently employed in this type job In our organization

(2) Workers may be needed in this type job in 1 year in our organization

(3) Workers may be needed in this type job in 5 years in our organization

(4) Workers were replaced by turnover in this job the past year

(5)

(6)

(7)

Demand for new workers in, this job is: (Check one) (a) Declining;

(b) Not changing; (c) Increasing; (d) Continuously high

The g,equuncy of opportuhities for advancement within this job are:

(a) None: (b) Pew, (e) Moderate, (d) _Gtett; (e) Very Great

The frequency of opportu ities for promotion from this job are:

(a) None; (b) Few. (c) Moderate; (d) Great. (e) Very Great,.,..
....._

13b -,_



E. EDUCATICS AND SKILLS NEEDED BEFORE ENTERING JOB (State number of years aed types of
education accepted and preferred. Also state skill(s)
of performance required, such as- Typing Skill, operating

Aar.unt of Education . Types Years

(1-2)

needed, materials uard, level
typewriter, 40 w.p.m. accurately

(a) Skill(s) needed:
Minimum:

Accepted
(1) ?re.

Preferred
yrs. elementary grades 1-6

junior high school 7-8
senior high school 9-12
business school (1-2)
vocational-tech. school
junior college (13-14)
college (13-16)
graduate school (17-20)

(2)

(3)

(b).Type(a)of data. ptop)e, thieo
dealt with:

(4)

(5)

(6)

(7) (c) Level(s) of pertorrance:
(8)

F. KINDS OF TRAINING AND LEVELS OF ACHIEVEMENT NEEDED BEFORE REGULAR EMPLOYMENT IN JOB

S

(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)

(11)

(12)

(13)

:boo' Subjects

Social Studies

Types (State).

Levels of Achievement (Chea)

High
Above
Average Average

Bela,
AveragelLow-

/

I

English

MatheMatics

Science

Trade and Industrial

Vocational-Technical

Business and Clerictl

Foreign Language

Home Economics

Arts

Cooperative Work-
Study

ApnrenticeshiO

Other

G. KINDS AND AMOUNTS OF TEAINING WHILE WORKING TO LEA1

Kinds of Trainitte,: (Check)

(1) No formal training needed

(2) Regmlar On-The-Job training

HOW TO DO

Amount:

(1)

(2)

THE JOB

(Check amount for eact kind am:
state type of trainirg)

Short demonstration. orly

Up though 30 days

(3) In-the-plant training given
in organized classroom study

(3) Over 30 days through .7. months,

(4) Apprenticeship training (4) Over 3 months through 6 months

(5) Job-Related TrAining in
educational institution

(5) OVEIFiranths tnrcugn year

(6) neT I year through 2 years
(6) Other (otate):

(7) Over .4 years (state amount)

H. AGE, SEX, LICENSE, CERTIFICATE, UNION MEMBERSHIP, TEST REOUIREMENTN(Check,corpIete requirecen:

(1) Mlnicur Age Accepted; Preferred (5) Employment Interview

(2) Percent:Males in job' Females (6) License (ins

(3) Work Certificate: (7) Union Membership:(Cost):
(Type):

(4) Written Application for work (8) Test(s) (Type(s):

94a
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I. PggriO,S A4T1.1TlES ((heck)

(1) None reauirea

(2) School activities relate^ to won,. (Type):

(3) Part-time or pe'iodic work (Type):

(4) Fall -time wrk in other jc,b: (Types):

(5) Other (State):

3. PROMOTION PATHS (Thin;s needed for advancement and promotion, and types advanced job
possibilities)

Things Needed: kdvenced Job Pcssibilitits(by levels)

(2) No promotion from job 2)

1)(1) No advancement in job

(3) On-the-job training

(4) Special In-Plant Classes 4)

(5) Hare `.crawl training outSide business i(5)

(6) Tine on job (duration, seniority.ex(irienmA6)

(7) Production rate and quality
1(7)

(B) Other (State)
1(8)

K. WAGES, SALARIES, AND COMM1SSIC,S (O.:mplete all blanks and circle time period covered)

(1) Minicum entry $ per (circle) hr., wk., mo., yr. I 7. Co

(2) Average made by most $ per (Circle) hr., wk., mo., yr. I Comm.

(3) Maxi= earned in job $ per (circle) hr., wk., mo., yr. I 7. CO7=.

(4) Average number of hours In work period: hours per ; Overtime: hrs.

L. FRINGE BEAFITS 1.:Thea. type of incentives received and , if applicable, the amount
tarnished by =ployer)

(1) Housin;. All, 7 -Yart (14) Travel Allowance: All; 7

(2) Meals: All `: -Part (15) Advanced Training: All;

(3) Unif,)rno- All, 7 ,Fart (16) Further Education: All; %

(4) Cleaning: All, 1-Part (17) Discounts: % on:

(5) Tips: All; 7 --Part (18) Bonuses:

(6) Overtime Pay: X Pay (19) Paid vacations:
(a) After 6 cos: *lava(7) Health Insurance: All; 7 -Part (b) After 1 yrs: days
(c) After 2 yrs.: days(8) Life insurance: All; i% -Fart (d) After 3 yrs,: days
(e) After 5 yrs,: days(9) ^ Expense Accounts: All; 7 -Part (f) After 10 yrs; days
(g) After 15 yrs: days(10) Share in business profits: (h) Other:____yro: days

(11) Options to Buy Stock: (20) Pensions at Retirement

(12) Sick Leave: After vk. (21) Other ;(State)

(13) Accident Insurance: All; ____7. -Part

M. Income Var..h.les: (ChPe.)
(1) Self-emoinyed (4) Seasonal (Mos.): :(Amount)

f

(2) ^ Coralssion (.YPe: (5) Shift (limes): :(Anount;

(3) Overtire (ea.0: (6) Other (State):

)14b

11.



N. WORK ENVIRONMENT AND WORKING CONDITIONS (Check those that apply to the Joh and the amount)

CONDITIONS
(Check those that apply) (Lm_

k
ck derree apply I

AMOUNT

3
1*, indoors

2. Outdoors

--3-7----/n container
(Cramped)

4. Outside con- .
twiner/ ob)ect

5. Deal with people

6. Be around people!

7. Work alone

8. Travel (Type):

9. Work daytime

10. Work nighttime

,..,

CONDITIONS AMOUNT
(Check those that apply)(Che9k de ree apply

p 0 /
kr 4o 4,4/

gt*..

11._._ -Cold with temp-
erture changes

1 " '-/----

12. Hot with temp-
erasure changes

13. wet

14. Humid Atmosphere
.

15. Noise (Type).:

167 Vibrations (Type)

17. Hazards(Type):

18, Impure air/ poor
ventilation (TypeD

19 Other (Types):

O. PHYSICAL ABILITIES REQUIRED (Check those weeded for the job and the amount of each checked)

PHYSICAL ABILITIES

Check those needed)

AMOUNT
Check arount needed)

/ eza1.1., ? ?

2 3 / 4 /5

1. Standing

2. Walking

. Sitting

. Lifting

. Carrying
I

6. Pushing

. Pulling

8._.. Hand/Arm

. Foot/Leg!Foot /Leg
_U-c.

10. Strength

11. Climbing/
Bnlancin

12. Steeping

. kneeling

1 Crouching

15.

..............---
Crawling

-...--...............................

(OVER)

95a

PHYSICAL ABILITIES AMOUNT
(Check those needed) (Check arount needed)

----"--'HU3chIhg
16.

17.
Handling

16. 'Using Lingers

T§7:-- Feeling by

touching
2u. 'Talking

21. Hearing

22. -seeing
i

23. truging ib-
tante/ depth,

24. -Itoior Vision

q25. Sense ot
s-c11 \,1

26. Sense of i

taste

27. Working S'eed

28. lhysical

---ITPC1.naqtC.---
29. Disabilities

AC n table:

JO. Disabilities
Not Acceptable:



AMOUNT

P. INTERESTS (Check those needed and the anount required for the job 1"

CHECK INTERESTS 1

-

2

-

3 4 S

1. Wrkin; ith things and objects

2. Dealing with people in selling, providing, using
goods and services

3. Doing :so: same kinds ,,t thin4s in a set way

4. Workins. with peonle to help them in individual or

group situations

5. Doing work which earns recognition and praise

6. Communicating thoughts and ideas to people by
writing, talking, or acting

7. Scientific and technical activities

8. Abstract and creati7e activities. using imagination,
thinkinst, and understanding

9. Processing materials, ooerating equipment, and using
techniques not dealing directly with, people

0. Workins with materials t, prodUce something that has
definite value and use

Q. PERSONAL TRAITS (TEXPERAMENT) ( Check those traits needed and
amount of each required for job)

AMOUNT

CHECK W}AT SHOULD ACTIVITIES
HAVE TRAITS FOR DOING

vt-7/P/Ii'

1 2 3 4

"

5

1. Doing many different things on the job

2. Doing the same kind of things on the Job

3. Receiving instructions on what to do on the job

4. Planning and directing own work and work of others

5. Working directly with people carrying out job duties
i

,--I

6. Working alone or apart from others when going job

7. Changing people's feelings, opinions, habits of
thinking about certain ideas and things

8. Doing work under pressure, stress, taking risks,
dealing with the critical or unexpected

9. Using personal senses or common sense in making
judgements and decisions based on experience

.--.

10. Using measurable standards, guides, or facts in
making judgements and decisions accurately

11. Interpreting feelings, ideas, or facts in own terms-
doing own thing

/
12. Being very accurate in work and measuring how well

things meet standards or iimicatiens act

9b

1,



N

R. MENTAL ABILITIES (APTITUDES) NEEDED
(Check chose needed and the amount required for the job)

AMOUNT

CHECK MENTAL ABILITIES (APTITUDES)

1 2 3 4 5

1. Verbal (Word Use and Understanding)

2. Numerical (Use of Arithmetic and Algebra)

3. Clerical (Listing, Sorting, Filing, and
Checking Words and Numbers)

.

4. Motor Coordination (Using Eyes-Hands-Fingers
Together at Same Time)

5. Manual Dexterity (Handling and Moving Things
with Hands; Hand Movement)

6, Spatial (Understanding and Seeing Forms of
Plane and Solid Geometric Objects)

/

7. Form (Seeing Differences and Details in Shapes
and Shadings of Figures and Lines)

8. Finger Dexterity (Handling and Moving Objects
with Fingers; Finger Movement)

9. Eye-Hand-Foot Coordination (Moving Eyes-- Hands --
Feet Together At the Same Time Doing Work)

10. Color Discrimination (Seeing Similarities. and
Differences in Colors and Shadings, and Matching
these)

S. IS YOUR ORGANIZATION INTERESTED IN PROVIDING RESOURCE PERSONS AND MATERIALS

FOR CAREER INFORMATICS, GUIDANCE, AND EDUCATION PROGRAMS? YES [3; NO L7

Please return the completed form

4;
5-4C-73
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FORM 3-:LETTER

VITAL CAREER INF'RMATIJN CENTER
VITAL PROdi.:;T - Vocational Inform%L.,n Te.mniiues Appled

P. O. Box 440t4,
Baton Rouge, Lou-sLina 7u8U4

LouIsiana,Department of Education
L21 North Street

Dear Employer:

The KIWANIS KEY CLUB MEI6ERS are assisting the VITAL Career
Information. Center in gathering needed information from employers.
You arc asked t, cooperate with the KEY CLUB MEMBER in this service
activity. He is here to help you get better prepared employees
by securing occupational informatiop that can be used in the schools.
Recently we mailed an "Occupational Information Survey Form" t:
you. We have not received the completed copy from you as of today.
You may have it in the mail by this time. We would appreciate
receiving the completed form within the next two weeks since it
is essential that we have this data to prepare the necessary
vocational guidance information for the schools during this term.
We also have a time limitation fir completion of the project.
If you want assistance the KEY CLUB MEMBER will help you fill in the form.

The information you furnish will expedite the preparation of
occupational inf,rmation materials for the use of students,
counselors, and teachers in our schlas. This should also help
prepare them to become productive and successful employees. The
data you supply can help us provide occupational information to
improve instructi)n by teachers, curriculum development by
administrators, and vocational guidance by counselors.

We will be grateful for prompt action and cooperation in this
joint effort to bring about an economic and personal betterment
of employees and employers in our community.

Very truly yours,

// /'

//-- 11. Ashley Sc ley, Jr.
Resource ter
VITAL Pro ect

U. 1.:YL PVQ,:t:,4 Is co-sponsored by the Louisiana State Department of Education
an: C12,o1 boards of tne following Pat-v.:hes: Ascension, East Baton Rouge, East
Feliciana, Tberville, Livingston, Pont.. Coupoe, St. Helena, West Baton Rouge,

Felicina. 99



VITAL CAREER INFORMATION CENTER .

P. O. nox 44(64,cm,n( L SIAM ,% ,

BAIOR ROUGI, LOUISIANA 70804
FORM 3-

SUGGESTED STATEMENT TO BE USED IN TELEPHONE CALLS TO EMPLOYERS AS
FOLLOW -UP ON FORMS SETT DURING OCCUPATIONAL INFORMATION SURVEY

Purpose: To assure a representative sample of employers having
entry occupations being covered in the survey, it is
necessary to follow up with telephono calls and/or personal
contac. those employers who wore sent forms but did not
respond. The employer is to be reminded of the form being
sent, -the neod for the completion and' return of it and,
if necessary, outwillingness to send him another copy
and furnish him assistance in completing it. Due to the
urgont need for the information, the employer is to be
Asked to return the completed form within ono week.

Procedure:
1. Ask to talk to the manager, or personnel manager

2. Introduce yourself: "I am (your name)

a member of the Club at

high school, where I am a student..",

3. State purpose of call:

a. "Recently your establishment was sent an "Occupational

Information Survey Form" to secure local data for

schools to use with students, teachers, counselors,

and parents in career guidance and education programs."

b. "The Center records indicate that the completed form has

not been received from your establishment."

c. "We need this information in planning our careers."

d. "Will you please fill out and return the form within one

week, to meet the deadline set by the VITAL Career

Information Center to got this information on the survey."

o. "If you can not locate the form, another one can bo sent

to you."

f. "You can got assistance in completing the form, if nodded. ",

g. "We will appreciate your cooperation in helping studcrts

to got this kind of occupational information. The

information is confidential and the name of your

establishment will not be used."

1.. Questions:

a. "Will you be able to help us by sending in the completed form?"
b. "Did you receive the survey fore ?"
C. "Do you need another copy of tha form sent to you?
d. "Do you have any questions about howto fill out the form?"
o. "Which questions do you need help on?"
f. "Can you return the completed form o tho Center by the

end of one week?"

5. "Thank you for your cooperation."

6. Record the rosults of the interview on the "Telephone
Follow-Up Summary Shoot."

7. If there are questions you can not answer, refer the
employer to the Conti' e.pd.have him call 389-2591.
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VITAL CARELR INFORMATION CENTER
P. 0. BOX 44064,CAP1101 STATION,
BATON ROUGE, LOUISIANA 70804

FORM 3

TELEPHONE FOLLOW-UP SUMMARY SHEET
for

OCCUPATIONAL INFORMATION SURVEY FORMS

Lucnif

Ifistructiuns: Ploase chock bolow the results obtained from ea::h employer
on the list that you called on the telephone to follow up the securing
cfacompleted Occupational Information Survey Form . When you have finished
this, return the form and list to the VITAL Career Information Center,
Room 814, Louisiana State Department of Education, P. O. Box 44064, Baton
Rouge, Louisiana 7080t1. We are sure that you will well represent yourself,
your family, club, school, the Center, mid Department of Education in your
contacts. Thank you for your cooperation.

INFDRMATION ON EMPLOYER:
1. NAME OF CONTACT PERSON
2. NAME OF ESTABLISHMENT
3. STREET ADDRESS
4. CITY, ZIP
5. TELEPHONE NUMBER

GC

TELEPHONE
RP5ULTae

C
40

0

0

43
0

COMMENTS

4.

1.

2.

3.

4

")

NAME OF STUDENT MAKING CALLS:

CLUB:

SCHOOL:

101
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VOCATIONAL
INFORMATION
TECHNIQUES

APPLIED
LOCALLY

.3

VITAL CAREER INFORMATION CENTER
Guidance Section

LOUISIANA STATE DEPARTMENT OF EDUct.TION
421 NORTH STREET P. 0. Box 44064

BATON ROUGE. LOUISIANA 70.104

- - .
1115: 7 1,'-i -:r . --- .

sr
r12":17-a

23 $$$$$$ 14.222414
OCCUPATION TITLE

I
B

II N tf II

DOT CODE
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I - LIONS AvtilAttHIGH
S - AVIRAtt /MIKE
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". IMMIlltAl EDUCATION REQUIRED
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B 021431 Ittt r22.212

.., PHYSICAL ACTIVITY
I - $$$$$ uOuS
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CRITICAL ENVIRONMENT
I - 1400001

- 04T00063
3 - NI4EI1 SPACE
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111.642t1 tO
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OATS

23 B

a yI
WI ITO SCHOOL
INAJECT MIAs

TRAINING AVAILABLE IN AREA
TE5

2 NO

LICENSE REQUIRED

L TE3
2 NO

SPECIAL RESTRICTION5
I TE5

NO

U I)

_
r 11.1

41.1
0#611

is

T

VITA L

125431363.14314042122121.446111.12, 0,124 21342

VITAL CAREER INFORMATION CENTER
STATE DEPARTMENT OF EDUCATION
421 NORTH ST., P.0.110X 44064II
RATON ROUGE, LOUISIANA 70504

VOCATIONAL

INFORMATION

TECHNIQUES

APPLIED

'At

LOCALLY

OCCUPATION OPEN TO MOSTLY
I - NEN
2 - 60614
5 - SOTS

.VITAL V I EWSCRIPT
TO READ TURN CARD OVER. PLACE IN
READER - PRINTER, MOVE TO MICROFILM,
ADJUST LENS SIGN AND PUT DATE ON
BACK AFTER EACH USE

1-

APERTURE CARD - FRONT

I

I I

Figure 6
APERTURE BARD - BACK

1
The VITAL Proj"t .s ,o-sponsored by the Louisiana State Department Education and School Boards of the following Parishes.
Ascension, East Baton Rouge. East Feliciano, ibendle, Li,"ngston, Pointe Cooper, St. Helena, West Baton Rouge. West Feliciana.
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VOCATIONAL

INFORMATION

TECHNIQUES

APetIED

LOCALLY

JOB TITLE:

FORM 4

V I TAL JOB TITLE:

CAREER INFORMATION D.O.T. NO.:

CARD NO.:
ON

DATE ISSUED:

A. WHAT YOU DO I N THIS JOB (JOB DESCRIPTION) :

B. WHERE YOU WORK (WORK LOCATION, ENVIRONMENT, AND
CONDITIONS):

C. WHEN YOU WORK (HOURS AND DAYS OF WORK):

D . WHAT THIS WORK WI LL PAY: YOU ( EARNINGS ) :

E. OTHER BENEFITS YOU HAVE TO HELP YOU
ON TH IS JOB ( FRINGE BENEFITS) :

F. WHAT FUTU1E YOU HAVE I N THE :JOB ( PROSPECTS
FOR EMPLOYMENT AND OPPORTUNITIES FOR ADVANCEMENT) :

G . WHAT YOU SHOULD BE LIKE TO DO TH I S
J 0 B ( PERSONAL TRAITS TEMPERAMENTS, INTERESTS, GOALS) :

103
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H. WHAT YOU NEED TO KNOW'AND BE ABLE
TO DO ( APTITUDES, KNOWLEDGE, SKILLS, PHYSICAL ABILITIES) :

I. HOW SCHOOL WILL HELP YOU GET READY.
FOR TH I S WORK ( PREPARATION AND TRAINING NEMED) :

WHERE YOU CAN LEARN HOW TO DO THIS JOB
(SPECIAL TYPE COURSES, TRAINING, EDUCATIONAL INSTITUTIONS
OR PROVISIONS AVAILABLE):

K. THINGS YOU NEED TO DO BEFORE YOU LOOK
FOR TH I S JOB (SOCIAL SECURITY CARD, UNION, APPRENTICE-
SHIP, PHYSICAL EXAM, BIRTH RECORD. SCHOOL RECORD, CERTIFICATE,
LICENSE, DIPLOMA, APPLICATION, INTERVIEW, SPECIAL TESTS AND
OTHER REQUIREMENTS YOU NEED TO MEET BEFORE SEEKING THE JOB):

L. WHERE TO FIND THIS WORK AROUND HERE
(EMPLOYERS, EMPLOYMENT AGENCIES, YOUTH OPPORTUNITY CENTERS,
VOCATIONAL REHABILITATION CENTER, NEWSPAPER CLASSIFIED ADS,
FRIENDS, RELATIVES, COUNSELORS, UNIONS, SPECIAL YOUTH SERVICE
ORGANIZATIONS AND AGENCIES YOU NEED TO GET IN TOUCH WITH
FOR EMPLOYMENT) :

M. WHERE ELSE YOU CAN FIND OUT MORE ABOUT
THIS K I ND OF WORK (PUBLICATIONS, RESOURCE MATERIALS,
AND PERSONS THAT WILL GIVE YOU MORE INFORMATION ABOUT THE
OCCUPATION):

N. OTHER KINDS )OF WORK ALMOSi LIKE THIS
(DICTIONARY OF OCCUPATIONAL TITLES JOB TITLES, AND CODE
NUMBERS OF RELATED OCCUPATIOTS17--

JOB TITLES CODE NUMBERS

104
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Field 1

Field 2

Field 2
Field

VITAL CAREER INFORMATION CENTER
P. O. BOX 44064,CAPITOL STATION,
BATON ROUGE, LOUISIANA 70804

TABLE 7
Microfilm Aperture Card-Layout for VITAL
(To be used in Key Puriching and Data
Processing Occupational Information)

Continuation Card Index Column 1 -

Occupation Title

D.O.T. Code

Key
Card 1
Card 2

occupational informatian
Other information
(See type stated
on card)

Columns 3 through 14

Coluians 15 through 21

Suggested Aptitude Levels (G.A.T.B.)Columna 22 'through 31

Column 22
Column 23
Column 24
Column 25
Column 26
ColuMn 27
Column 28
Column 29
Column 3.0
Column 31

Field 5 Related School

Field 6

Column 32
Column 33
Column 34
Column 35
Column 36
Column 37
coluwn 38
Column 39
Column 40
Column 41

General Learning Key,
Verbal 1 - Above Average - High
Numerical 2 - Average Range
Spatial 3 - Low - Low Average
Form Perception
Clerical
Motor Coordination
Finger Dexterity
Manual Dexterity
Other (See Microfilm)

Subject Areas . Columns 32 through 41

Social Science Key
English X in column denotes
Math related area
Science -

Trade & Technical
Business and Clerical
Foreign Language
Home Economics
Arts
Other (SeeMicrofilm)

Minimum EdUcation Required Column 42

Column 42

Field 7 Job Deals with:

Column 43
Column 44
Column 45

People
Things
Ideas

105

12

Ka
1 ==8th-llth
2 = 12th
3 = 12th 1 1 year
4 = 12th + 2 years
5 = Other (See Film)

Columns 43 through 45

K
-11-SY

X in column denotes
significant area



N

Field 8

Field 9

101

Physical Activity Column 46

Column 46 Key.
1 = Strenuous
2 = Moderate.
3 = Light

Critical Environment Column 47

Column 47 Key
1 = Indoors
2 = Outdoors
3 = Inner Space
4 = Outer Space
5 = Other (See Film)

Field 10 Occupation Open to Mostly: Column 48

Column 48 Key
1 = Men
2 = Women
3 = Both

Field 11 Special Restrictions Column 49

Column 49 Key
1 = Yes
2 = No

Field 12 License Required Column 50

Column 50 Key
X in collizn denotes
license required

Field 13 Training Available Column 51

Column 51 Key
1 = Yes
2 = No

Field Lk Special (See Microfilm) Column 52

Fielu 15

Field 16

Column 52

Microfilm Aperture

Revision Date

106
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Columns 53 thro

Column 78 = month
Column 79 = month
Column 80 = Year

h 77



r
-SYSTEM DESIGN FOR COMPUTERIZING VITAL OCCUPATIONAL INFORMATION SURVEY FORM*
(Submitted by Gerry Stringer, Data Processing Section, La. Department of Education)

r

Survey Form Mailed to Employers

Completed & Returned

to D. P.

Keypunched ,

J
j,orm

Completed Survey

Form

Load, Edit & Sort

to DOT Order

Process(Total,

Average, etc.) by on Microfilm.

DOT Code. J L.

Cards

Data on Drum

! VITAL Info to place

* The Directory information can be processed similarly to the above.

Figure 7.
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TABLE 8A

ALPHABETICAL LIST OF ENTRY AND DEMAND OCCUPATIONS
FOR WHICH VITAL CAREER INFORMATION CARDS HAVE BEEN MADE TO DATE

ALPHABETICAL LIST OF ALL CARDS MADE*

*1. Able Seaman *36. Garageman, Industrial
2. Air-Conditioning Mechanic, *37. Guard

Commercial *38. Harbor' (Ship) Pilot
*3. Automobile Body Repairman 39. Household-Appliance Repairman

(Revised) *40. Inhalation Technician Assistant
*4. Automobile Body Repairman 41. Janitor (Porter)

Helper *42. Junior Engineer
*5, Automobile Mechanic *43. Key-Punch Operator

(Technician) *44. Laundry Worker
6. Automobile Mechanic Helper *45. Licensed Practical Nurse

*7. Automobile Service Station *46. Light Truck Driver
Attendant *47. Lithographic (Offset) Pressman

8. Beauty Operator 48. Lithographic Plate Maker
9. Bellman *49. Long-Haul Truck Driver

*10. Boatswain *50. Longshoreman
11. Bricklayer Helper 51. Maid, General

*12. Cadet Engineer *52. Manifest Clerk
13. Carpenter Helper *53. Mechanic (Automotive)

*14. Cashier *54, Measman
*15. Checker *55. N4,±se Aid
16. Chemical (Stillman) Operator*56. Oiler
17. Child-Day-Care Center Worker*57. Ordinary Seaman

*18. Clerk, General
*19. Clerk-Typist
*20. Construction Worker II
*21. 'Cook

*22. Cook (Ship), Chief
*23. Cook (Mess and Third)
*24. Cook-Helper
*25. Deck Cadet
*26. Dental Assistant
*27. Digital Computer Operator
*28. Dock Boss
*29. Electrician, Ship
30. Electrician Helper
*31. Engineer (Marine), Chief

58. Painter Helper
*59. Parking Lot Attendant
60. Photoengraver (Stripper)
61. Photographer, Lithographer

*62. Physical Therapy Attendant
63. Plasterer Helper
64. Plumber Helper
*65. Purser
*66. Quartermaster
*67. Radio Officer
*68. Receptionist
*69. Reefer Engineer
70. Sales Clerk
71. Salesman, General

*32. Engineer (Marine), Assistant 72. Salesperson, General
*33. Engineering Aide *73. Second Cook and Baker
34. Fire Fighter *74. Secretary)

*35. Fireman/Water-Tender 75. Sheet Medal Shop Helper
*76, Ship's Master
*77. Ship Mate

*Also available in a shorter form

120
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TABLE A

(Continued)

ALPHABETICAL LIST OF ALL CARDS MADE* (Continued)

*78. Ship's Carpenter
*79. Stenographer
*80. Stevedore
*81. Steward
82. Stock Boy (Girl)

*83. Telephone Operator
*84. TiMekeeper
*85. Tugboat Captain
*86. Tugboat Cook
*87. Tugboat Deckhand
*88. Tugboat Engineer
*89. Tugboat Mate
*90. Utilityman (Scullion)
91. Waiter (Waitress)

*92. Welder, Combination
,(-93. Wiper

12



TABLE 8B

ALPHABETICAL LIST OF ENTRY AND Dm D OCCUPATIONS BY GROUPS
FOR WHICH VITAL CAREER INFORMATION CARDS HAVE BEEN MADE TO DATE

ALPHABETICAL LIST OF CARDS BY GROUPS:

A. PROF., TECH., MGR. OCCUPATIONS
1. Boatswain
2. Cadet Engineer
3. Chemical (Stillman) Operator
4. Deck Cadet
5. Dock Boss
6. Engineering Aide
7. Harbor (Ship) Pilot
8. Quartermaster
Q. Ship's Master
10. Ship Mate
11. Tugboat Captain
12. Tugboat Mate

B. CLERICAL AND SALES OCCUPATIONS
1. Cashier
2. Checker
3. Clerk, General
4. Clerk-Typist
5. Digital Computer Operator
6. Key-Punch Operator
7. Manifest Clerk
8. Purser
9. Radio Officer

10. Recoptionist
11. Sales Clerk
12. Salesman, General
13. Salesperson, General
14. Secretary
15. Stenographer
16. Stock Boy (Girl)
17. Telephone Operator
18. Timekeeper

C. MEDICAL AND HEALTH OCCUPATIONS
1. Dental Assistant
2. Inhalation Technician
3. Licensed Practical Nurse
4. Nurse Aide
5. Physical Therapy Attendant

D. SERVICE OCCUPATIONS
1. Beauty Onerator
2. Bellman
3. Child-Day-Care Center Worker
4. Cook
5. Cook (Ship), Chief
6. Cook (Mess and Third)
7. Cook Helper
8. Guard 120
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D. SERVICE OCCUPATIONS (Continued)
9. Janitor (Porter)
10. Laundry Worker
11. Maid, General
12. Messman
13. Second Cook and Baker.
14. Steward
15. Tugboat Cook
16. Utilityman (Scullion)
17. Waiter (Waitress)

E. TRADE AND INDUSTRIAL OCCUPATIONS
1. Able Seaman
2. Air-C6nditioning Mechanic,

Commercial
3. Automobile Body Repairman
4. Automobile Body Repairman Helper
5. Automobile Mechanic
6. Automobile Mechanic Helper
7. Automobile Service Station

Attendant
8. Bricklayer Helper
9. Carpenter Helper
10. Construction Worker II
11. Electrician (Ship)
12. Electrician Helper
13. Engineer (Marine), Chief
14. Engineer (Marine), Assistant
15. Fire Fighter
16. Fireman/Water-Tender
17. Garageman, Industrial
18. Household-Appliance Repairman
19. Junior Engineer
20. Light Truck Driver
21. Lithographic (Offset) Pressman
22. Lithographic Plate Maker
23, Long-Haul Truck Driver
24. .longshoreman

'25. Mechanic (Automotive)
26. Oiler
27. Ordinary Seaman
28. Painter Helper
29. Parking Lot Attendant
30. Photoengraver (Stripper)
31..Photographer, Lithographic
32. Plasterer Helper
33. Plumber Helper
34. Reefer Engineer
35. Sheet Metal Shop Helper
36. Ship's Carpenter



TABLE 8B
(Continued)

ALPHABETICAL LIST OF CARDS BY GROUPS (Continued):

E. TRADE AND INDUSTRIAL OCCUPATIONS
(Continued)

37. Stevedore
38. Tuboat Deckhand
3c).. Tubpat En-ineer
!LO. Welder, Combination
41. Wiper

;,^
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DIOTIONARC OF 0

THREF-OIGIT OCCUPATIONAL

COUPATIONAL TITLES
CATEGORIES. DIVISIONS, ANO GROUPS

PROFESSIONAL. TECHNICAL, ANO MANAGERIAL OCCUPATIONS,

00,01 Occupations In Architecture and Ensinenring

001. Architectural occupations

002. Aeronautical engineering occupations

003. Electrical engineering occupations

005. Civil engineering occupations

006. Ceramic engineering occupations

007. Mechanical engineering occupation/

008, Chemical'engineering °negations

010. Mining and petroleum engineering occupations

011. Metallurgy and metallurgical engineering occupations

012. Industrial engineering occupations

013. Agricultural engineering Occupations

014 Marine engineering occupatiOns
015. Nuclear engineering occupations

017. Oraftsmen. n.e.c.

018. Surveyors, n.e.c.

019. Occupations in architecture and engineering, n.e.c.

02 Occupations in_liathr.-atics and PhyrrinalSS1111M1

020. Occupations in mathematics

021. Occupations in astronomy

022. Occupations in chemistry

021. Occupations in physics

024. Occupations in geology

025. Occupations in meteorology

029. Occupations in mathematics and physical sciences, n.e.e.

04 Occupatina in Life s fear a

040. Occupations in agricultural sciences

041. Occupations in biological sciences

045. Occupations in psychology

049. Occupations in life sciences

05 Occupations in Social Selectee

050. Occupations in economics

051. Occupations in political science

052. Occupations in history

054. Occupations in sociology

055. Occupations in anthropology

059. Occupations in social sc1ances, n.e.c.

07 Occupations in Medicine and Health

070. Physicians and surgeons

On. Osteopaths
072. Oentists
073. Veterinarians
074. Pharmacists
075. Registered nurses -

077. Dietitians
078 Occupations in medical and dental technology

079. 0cuparions in medicine and health, n.e.e.

09 Occupations in Education

090. Occupations in college and university education

091. Occupations in secondary school education

092. Occupations in primary school and kindergarten education

094. Occupations in education of the handicapped

096. Home economists and tarn advisers

097. Occupations in vocatinnsl education. n.e.c.

099. Occupations in education, n.e.c.

10 Occupations in Multum. Library. and Archival Science/

100. Librarians

101. Archivists
102. Museum curators and related occupations

109. Occupations in museum, library, and archival sciences. n.e.e.

)1 Ocoupe ions in Law and JurisprudIWee

110. Lawyers
III. Judges

119. Occupations in law and jurisprudence, n.e.c.

I? Occupations In Religion and Theology

120. Clergymen
129. Occupations in religion and theology, n.e.c.

13 Occupations in Writing

130. Freelance writers

131. Lriters and editors. motion pictures, radio, and television

132. Writers and editors, publications
137. Interpreters and translators
139. Occupations in writing, n.e.c.

14 Occupations in Art
1.1. Commercial artists
142. Designers
143. Occupations in photography
144. Painters and related occupations
148. Sculptors and related occupations
149. Occupations in art. n.e.c.

15 occupations in_Entertainment and Renreatioia

150. Occupations in dramatics
151. Occupations in dancing
152. Occupations in music
153. Occupations in and sports

159. Occupations In e tertainment and recreation. n.e.e.

16 Occupations in Administrative Specializations
160. Accountants and auditors
161. Budget and management analysis occupations
162. Purchasing management occupations
163. tales and distribution management occupations
164. Advertising manane-ent occupatin.

165. Public relations management occupstions

166. Personnel and training administration occupations
168. Inspectors and investigators, managerial and public service

169. Occupations in administrative specializations, n.e.c.

18 Managers and Officials, N.E.C.

180. Agriculture, forestry, and fishing industry managers and

officials
181. Mining industry managers and officials

182. Construction industry managers and officials

183. Manufacturing industry managers and officials

184. Transportation, communication, and utilities industry
managers and officials

185. Wholesale and retail trade managers and officials

186. Finance, insurance, and real estate managers and officials

187. Service industry managers and officials

188. Public administration managers and officials

Ibi Miscellaneous managers and officials, n.e.e.

9 Miscellaneous Professional, Technical, and Managerial
Occupations

191. Agents and appraisers, n.e.c.
193. Radio operators
194. Sound recording, transcribing, and reproduction occupations

195. Occupations in social and welfare work

196. Airplane pilots and navigators
197. Ship captains, mates, pilots. and engineers

198. Railroad conductors
199. Miscellaneous professional, technical. and managerial

occupations, n.e.e.
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ilER1CAL AND 'ZA1ES OCCIPATIOS

20 Stenogtiphy, Typing, Filing, Ins Related Occu ations

201. Secretaries

202. Stenographers
203. Typists
204. Correspondence clerks
205. Personnel ,locks
206. File clerks
207. Duplicatine-mtchine er.tors
208. Miscellaneous office ma.hine operator;
209. Stenography. tering. 'iltno. and Witte! ...cupations.ne.c.

21 Computinc and Accmunt-Pecording iccunat Ions

210. Bookkeepers
211. Cashiers
212. Tellers
213. Automatic oats-prosessins ter it

214. Billing-machine operators
215. Bookkeepine-nachine Operatsrs
216. Computing-machine operators

117. Account-recording-machine operators, n.e.c.
219. Computing And account-recording oc..upations. n.e.o.

22 Material Jnd Production Recordtnz, Occupations

221. Production clerks
222. Shipping And receiving clerks
223. Stock clerks and related occupatisme
224. Weighers
229. Material and production recording occupations. n.e.c.

230.

231.

232.

234.

235.

236.

237.

239.

240.

241.

242.

243.

249.

250.

251.

252.
253.

254.

255.

256.

257.

258.

:54.

22 information and Message ntstrf!.ion Occupations
Messerzers, errand boys. trd office 1'ces and earls
Mail clerks
Mail carriers
Mail-preparing-and miii indling-metine operators
Telephone Terators
Telegraph .peratrs
Receptionists and inf.rmit, n clerk.
Information and ne,save

24 Miscellaneous
Collectors
Adjuster,
Hotel ,lerks, n.e c.
Direst ser..ice clerks. n., .

Miscelltneous clerical ,.pat ion.

25 Salesmen tier i es

Salesmen. red e%ttle and in.urin..
Salesmen. se,uri.i.,
Salesmen.
Salesmen, etdi ml tet4 isi erq.es
Salesmen, tote! ser.,ikes
Salesmen. traupThti n
Salesmen, ',int...min.*: and repair ,ei I.e'.

Salesmen. .'ilitig,

Salesmen. srintin. Ind sl.erf4si,g

Salesmen. er,tte. . n e :3

76 7 78 ,ilet,e. a I II n
269. %alms-,en and salt...Persons,

prods t%
:61 %de...en tnd
2h7 siiea.n ind salespersons,

"ha, co
261 ,lesen And sal..nersons,

ind ipp

And salmrmrk.ns.
11 . -.men ind 1 esperson..

.11,1,4n on: 1 f %per. on% .

ilsn.m Ina sile%mersons.
s,te,-,e ,Ilesrers,rs,

salespersons.

16,
?nn

2n'
:fft

horticultural and nursery

agricultural products n.e.c
foodstuffs. beverages, and

textiles. teptlle products.

leather and leather products
paper and paper products
chemicals and drug preparations
fuel and petroleum products
plastfoc products

sil.s.er,drs. rubber products

271. Salesmen and salespersons. 'stone. clay. and !Oise products
273. Salesmen and sale,prons, nntal and -qtal products
274. Salesmen and silesp.r.ans. 'ouseturnihing.
275. Salesmen and .alespersr,, hotel and tests rant equipment

and supplies
276. Salesmen and salesperson,, industrial, construction.

mining, and drillinz equipment and supplies
2)7 Sales -men and salespersons. farm and garden equipment and

supplies

278. Salesmen tad salespersons. household appliances and elec-
trical machinery. equipment. And supplies

:SO, Salesmen and salespersons, transportation equipment
281. Salesmen and salespersons, business and ,ommercial

machines. equipment. and supplies
282. Salesmen and salespersons. medical and dental equipment.

supplies. Ind appliances
283. Salesmen and salespersons jewelry and silverware
284. Salesmen and salespersons, scientific apparatus
285. Salevien Ind salespersons. photograph!, equipment

and supplies
286. Salesmen and salespersons. amusement and sporting goods
287. Salesdien Ind silecper,ons. music and mu 1,41 instruments
289. Stle-men Ina .11.,spots,r, commodities. n.e.c.

2° MerfrIndfsind :,upation,. 'Scent salesmen
290. ',rtes

291 Peddlers
292. Pntemen
29). Canvasser, and solicitors
:94. Amtion.er4
96. Shoppers

297. Demonstrators Ind models
298. Display men and window trimmers
299. Morchindisino occupations. ex6pt salesmen. n.e.c.



SERVICE OCCUPATIONS

30 Dorestic Service Occupations

301. Day workers
302. Laund , private family

303. Housekeepers, Private family
304. Housemen and yardmen
305. Cooks. domestic
306. "aids, domestic
307. Nursemaids
309. Domestic service occupations. n.e.c.

)1 Food and_Beverage Preparation and Service Otecupations
310. Hostesses and stewards. food and beverage service, except

ship stewards
311. Waiters. waitresses, and related food serving occupations

312. Bartenders
313. Chefs and cooks, large hotel and restaurants
314. Chefs and cooks, small hotels and restaurants
315. Miscellaneous cooks, except domestic
316. 4eatcutters, except in slaughtering and packing houses
317. Miscellaneous food and beverage preparation occupations

318. Kitchen workero, n.e.c.
319. Food and beverage preparation and service occupations.n.a.c.

)2 Lodgine and Related SerViCe Occupations
320. Boardinghouse and lodginghouse keepers
321. Housekeepers, hotels and institutions
323. Maids and housemen, hotels. restaurants, and related

establishments
324. Bellren and related occupations
329. Lodging and related service occupations. n.e.c.

33 Barbering,. Cosmetology, and Related Service

Occupations

330. Barbers
331. Manicurists
332. Hairdressers and cosmetologists
333. Make-up occupations
334. Masseurs and related occupations
335. Bath attendants
338. Embalrers and related occupations
139. Barbering. cosmetology, and related service occupations,

n.e.c.

34 Arusereant and Recreation Service Occupations
340. Attendants, bowling alley and billiard parlor
341. Attendants, golf-course, tennis court, skating rink, and

related facilities
342. Amuse-ent device and concession attendants
343. Ca -tiling hall attendants

344. Ushers
346. Wardrobe and dressing-room attendants
349. Amuse-era and recreation service occupations, n.r c.

35 Miscellaneous Personal Service Occupations
350. ship stewards and related occupations
151. Pull-an porters and train attendan:s
352. Hostesses and stewards, n.e.c.
153. Guides. except hunting and fishing
353. tnlicensed midwives and practical nurses
355. Attendant.. hospitals. rorgues, and related health services
)56. Occupation in tniral care. n.e.c.
357. Baggage porters
358. Checkroom. locker room, and restroor attendants
359. MiAcellaneous personal service occupations. n.e.c.

lb ton..el And Furnishings Serv,ct occupations
361. launderin2 occupations
3b2. Dry cleaninA occupations
363. pressing occupations

364. Dyeing and related occupations
365. Shoe and luggage repairren and relate,. occupations
366. Bootblacks and related occupations
369. Apparel and furnishings service occupations, n.e.c,

17__Protective Service OccuPa.tioni,
371. Crossing watchmen and bridge tenders
372. Guards and watchmen, except crossing watchmen
373. Firemen, fire department
375. Policemen and detectives, public service
376. PoliciMen and detectives, except in public service
377. Sheriffs :id bailiffs
378. Soldiers, sailors, marines, airmen, and coast guardsmen,

n.e.c.
379. Protective service occupations. n.e.c.

2-P1111
381. Porters and cleaners
382. Janitors
388. Elevator Operators
389. Building and related service occupations, n.e.c.



t.

FARMING, FISHERY, FORESTRY, AND RELATED OCCUPATIONS

(FARMING, FISHERY, FORESTRY, AND RELATED WORK)

40 Plant Farming Occupations
(Plant Farming)

401. Grain farming occupatlims
(Grain farming)

402. Cotton farming occutsations
(Cotton farming)

403. Vegetable farming occupations
(Vegetable farming)

494Fruit and nut farming occupations
(Fruit and nut farming)

:105. Crop specialty farming occupations
(Crop specialty farming)

406. Horticultural specialty occupations
(Horticultural specialty work)

407. Gardening and groundskeeping occupations
(Gardening and groundskeeping)

409. Plant farming occupations, n.e.c.
(Plant farming, n.e.c.)

41 Animal Farming Occupations
(Animal Farming)

411. Dairy farming occupations
(Dairy farming)

412. Poultry (arming occupations
(Poultry farming)

413. Livestock farming occupations
(Livestock farming)

419. Animal farming occupations, n.e.c.
(Animal farming, n.e.c.)

42 Miscellaneous Farming and Related Occupations
(Miscellaneous Farming and Related Work)

421. General farming occupations
(General farming)

422. Farm irrigation workers
(Farm irrigation)

423. Farm couples
(Farm couples)

424. Farm machinery operators, n.e.c.
(Farm machinery operating, n.e.c.)

429. Miscellaneous farming and related occupation., n.e c.
(Miscellaneous farming and related work, n.e.c.)

43 Fishery and Related Occupations
(Fishery and Related Work)

431. Net, seine, and trap fishermen
(Net, seine, and trap fishing)

432. Line fishermen
(Line fishing)

433. Fishermen, miscellaneous gear
(Fishing, miscellaneous gear)

435. Whaling occupations
(Whaling)

436. Marine life cultivation and related occupations
(Marine life cultivation and related work)

437. Sponge and seaweed gatherers
(Sponge and seaweed gathering)

439. Fishery and related occupations, n.e.c.
(Fishery and related work, n.e.c.)

44 Forestry Occupations
(Forestry)

441. Forest conservation occupations
(Forest conservation work)

442. Occupations in production of forest products, except logging
(Forest products production, except logging)

449. Forestry occupations, n.e.c.
(Forestry, n.e.c.)

45 Hunting, Trapping, and Related Occupations
(Hunting, Trapping, and Related Services)

451. Hunting and trapping occupations
(Hunting and trapping)

.r.2. Hunting and fishing guides
(Guide services, hunting and fishing)

46 Agricultural Service Occupations
(Agricultural Services)

tfii. Coital ginning and compressing occupations
(Cotton ginning and compressing)

it)5. Blight and pest control and bindweed eradication occupations
(Blight and pest control and bindweed eradication) ,

466. Animal caretaking occupations
(Animal care)

457. Animal husbandry service occupations
(Animal husbandry services)

469 Agricultural service occupations, n.e.c.
(Agricultural services, n.e.c.)



PROCESSING OCCCPATIONS

50 Occupations_in Processing of_Metai

500. Electroplating occupations

501. Dip plating occupations
502. Melting. pouring, casting. and related occupations

503. Pickling, cleaning, degreasing. and related occupations

504. Peat-treating occupations

505. Metal spraying. coating, and related occupations

509. Occupations in processing of metal, n.e.c.

51 Ore Refining and Foundry Occunationl

510. Mixing and related occupations

511. Separating. filtering. and related occupations

512. Melting occupations
513. Roasting occupations
514. Pouring and casting occupations

515. Crushing and grinding occupations

518. Molders, coremakers, and related occupations

519. Ore refining and foundry occupations. n.e.c.

52_tscuutions in Processing of Fooke_Tobacce. and
Felated Products

520. Mixing, compounding. blending. kneading. sha;ing.and related

occupations

521. Separating, crushing, milling, chopping, grinding, and re-

lated occupations

522. Culturing. melting, fermenting, distilling. saturating, pick
ling, aging. and related occupations

523. Heating. rendering, melting, drying, cooling, freezing, and

related occupations
524. Coating, icing, decorating, and related occupations

525. Slaughtering, breaking, curing, and related occupations

526. Cooking and baking occupations. n.e.c.

529. Occupations in processing of food, tobacco, and related

products, n.e.c.

53 Occuoitions in Processing of Paper and_gfarea

530. Grinding, beating, and mixing occupations

532. Cooking and drying occupations

533. Cooling, bleaching, screening, washing, and related

occupations
534. Calendering. sizing, coating, and related occupations

535. Forming occupations, n.e.c.

539. Occupations in processing of paper and related

materials. n.e.c.

54 Occupations in Processing of Petroleum, Coal,
Natural and Manufactured Gas. and Related Products

540. Mixing and blending occupations
541. Filtering, straining, and separating occupations

542. Distilling, subliming, and carbonizing occupations

543. Drying, heating, and melting occupations
544. Grinding and crushing occupations
546. Reacting occupations, n.e.c.

549. Occupations in processing of petroleum, coal, natural
and manufactured gas, and related products. n.e.c.

55 Occupations In Processing Chemicals, Plastics, Syn-
thetics, Rubber, Paint, and Related Products

550. Mixing and blending occupations
551. Filtering, straining, and separating, occupations
552. Distilling occupations
553. Heating, baking. drying, seasoning, melting, and heat-

treating occupations
554. Coating: calendering. laminating. and finishing

occupations
555. Grinding and crushing occupations
556. Casting and molding occupations, n.e.c.
557. Extruding occupations
558. Reacting occupations. n.e.c.
559. Occupations in processing of chemicals. plastics, syn-

thetics. rubber. paint. and related products, n.e.c.

56 Occupations in Processing of Wood and Wood Products

560. Mixing and related occupations
561. flood preserving and related occupations

562. Saturating. coating. and related occupations, n.e.c.
563. Drying, seasoning. and related occupations
569. occupations in processing of wood and wood products,n.e.

57 occupations in Processing of Stone, Clay. Glass. a

Related Products
570. Crushing. arinding, and nixing occupations
571. ieriarltin4 occupations
572. Melting occupations
573. Baking. drying. and heat-treating occupations
574. It-preen/Rine. coating. and glazing occupations
575. Forming occupations
579. Occupations in processing of stone, clay. glass, and re-

lated products, n.e.c.

58 Occupation, in Processing of Leather, TOMS,. an4
Related Pteduc_ta

580. Shaping, blocking, stretching, and tottering occupations
581. Separating. filtering. and drying occupations
582. Washing, steaming. and saturating occupations
583. Ironing, pressing, glazing. staking, calandering, and

embossing occupations
584, Mercerising, coating, and laminating occupations
585. Singeing, cutting, shearing. shaving, and blipping

occupations
586. Felting and fulling occupations
587. Brushing and shrinking occupations
589. Occupations in processing of leather, textiles, and re-

lated products, n

,9 IragegalmaL0 alma.
590. Occupations in processing p ducts from assorted

materials
599. Miscellaneous processing occupations. n.e.c.

134



MACHINE TRADES OCCUPATIONS

60 Metal Machining Occupations
600. Machinists and related occupations
601. Toolmakers and related occupations
602. Gear machining occupaticns
603. Abrading occupations
604. Turning occupations
605. Milling and planing occupations
606. Boring occupation.
607. Saving occupations
609. Metal machining occupations, n.e.c.

61 Mstalwprkina Occupations, N.E.C.
610. Hammer forging occupations
611. Press forging occupations
612. Forging occupations. n.e.c.
613. Sheet and bar rolling occupation.
614. Extruding and drawing occupations
615. Punching and shearing occupations
616. Fabricating nv..nine occupations
617. Forming occupations, n.e.c.
619. Miscellaneous metalworking occupations. n.e.c.

61211E1ShilaSJ1111LEBLUDIELPEidrn-il
620. Motorised vehicle and engineering equivalent mechanics

and repairmen
621. Aircraft mechanics and repairmen
622. Bail equipment mechanics and repairmen
623. Marine mechanic. *ad repairmen
624. Farm mechanics and repairmen
625. Engine. power transmission, and related mechanics
626. Metalworking machinery mechanics
627. Printing and publishing 'mechanics and repairmen
628. Textile machinery and equipment 'mechanics and repairmen
629. Special industry machinery mechanics.
630. Central industry mechenits and repairmen
631. Powerplant mechanics and repairmen
632. Ordnance and accessories mechanics and repairmen
633. Business and commercial machine repairmen
637. Utilities service mechanics and repairman
638. Miscellaneous occupations in machine installation
639. Mechanics and machinery repairmen. n.e.c.

64 Papervorking Occupations
640. Paper cutting, winding, and related occupations
641. Folding, crossing. scoring, and gluing occupations
642. Paper mewing occupations
643. Corrugating occupations
644. Fastening occupations. n.e.c.

'649. Paperworking occupations, n.e.c.

65 Printing Occupation.
650. Typesetters and composers
651. Printing press occupations
652. Printing machine occupations
653. Bookbinders and related occupations
654. Typecasters and related occupations
659. Printing occupations. n.e.c.

66 Wood Machining Occupation
660. Cabinetmakers
661. Patternmskers
662. Sanding occupations
663. Shearing and shaving occupations
664. Turning occupations
665. Milling and planing occupations
666. Boring occupations
667. Sawing occupations
668. Chipping occupations
669. Wood machining occupations, n.e.c.

67 Occupation:

laced Materials
670. Stonecutters and related occupations
673. Abrading occupations
674. Turning occupations
675. Planing and shaping occupations. n.e.c.
676. Boring and punching occupations
677. Chipping. cutting, sawing. and related occupations
679. Occupations in machining st.ne, clay, glass, and related

materiels. n.e.e.
68 Textile Occupation.

680. Carding combing, drawing, and related occupations
681. Twisting. beaming, warping, and related occupations
682. Spinning occupations
683. Weavers and related occupations
684. Hosiery knitting occupations
685. Knitting occupations, except hosiery.
686. Punching, cutting. forming, and related occupations
689. Textile occupations, n.e.c.

..

69 Machine Trades Occuostions, N.E.C.
690. Plastics, synthetics, rubber, and leather working occupations
691. Occupations in fabrication of insulated vire and cable
692. Occupation. in fabrication of products from assorted mater-

ials

693. Modelmakers, petternmakers, and related occupations
694. Occupations in fabrication of ordnance, ammunition, and

related products, n.e.c.
599. Miscellaneous machine trade. occupations, n.e.c.

1:30



't\,8 wog,/ OCCUPATIOge

I
'0 Occupations in FOritattot. Assembly. and Broair of

Metal Pro4ucts. N.E.C,
700. Occupations In fabrication. assembly, and repair of jewelry

silverware. and related pr...du,ts

701. Occupations in fabrication, aasembly.,md repair of tools

and related products
703. Occupations In asgembic And repair of sheet-metal product,.

n.e.c
704. Engravers. etchers, and related occupations

70. Filing grinding, blffing, cleaning, and polishing occupa

lions, n.e.c.
706. Metal unit assemblers and adIusters, n.e.c.
709. Miscellaneous occupations in faprlcation ssaertly. and

repair of metal products. n.e.c.

0ccu ations in Fabri tint'

Medical Apparatus, PhotOgraphic and Optical f;coda,
Watches and Clocks, and Related Products

710. Occupations in fabrication and repair of instruments for
;mesaung, controlling. and indicating physical chariot-
eristl A

111. Occupatdona in fabrication and repair of optical instru-
ments and lenses

712. Occupations in fabrication and repair of surgical. medical.
and dental instruments and supplies

713. Occupations in fabrication And repair of ophthalmic goods
714. Occupations In fabrication and repair of photographic

equipment and supplies
115. Occupations in fabrication and repair of watches, clocks,

fend parts

716 Occupationt.in fabrication and repair of engineering And
scientific instruments and equipment. nte.c.

719. Occupations in fabrication d repair of (scientific and
medical apparatus. photographic And optical goods. watches
And clocks. end related products, n.e.c.

12 Occupations in asaembly And Repair of Electrical Equip -

Lent
720. Occupations in assembly And repair of radio and television

receiving sets and phonographs
721. Occupations in assembly and repair of motors, generators.

and related products
'22 Occupations lo asac"Iv and repair cf communications

equipment
'23. Occupations to assemb,c and repair of electrica/ appli-

ances and fIxt .res
'2, JccupatlLne and Asaem,c,p& coils. -spneis

armata-es, and relived :r"larts
725 Occupations it asnemb.l ' light bulbs and electronic

tubes
'26 2<(.4,4ti M4 1^ an' epair o. electronic cc'

Porents 1rd 44.%P'14% ^ e
ir ' 'Airerie,

'28 ,cc.tratiors in .i't,r12 r f e'ectrt.a. wire and cable
"ri .canatf.n% ir repair of electrical equip-

ment . e

' faeri.atIrn and /watt of Products
vc,f. rte.! Materials

'In , ,q;Att,..ns fabri,a'iod oot reFiir ,f mu,ical
and parts

7.: 'orations it r And repair ,f $A -es And tows
*12 it orrt,t,ti and repair of sporting goods
714 ;*,,upa,!,n, it o'tl si.n Ind repair of pens. pencils

and 'fi e ard -AreriAls, n e r.
,f, 1: iti,r A44 reps'. -t notions

,,a41 7, .n r o repair of fewelr e e
7'6, , T. 16 -a,:i,tticn And repair of ordnaa, and

iftOcIrrte,g

'3! -.tl-n, 2r 4 "..41 4 am-urition. fireworks.
,, reared rr ducts

71 ,r t..,ns Jr At.rication and repair of products made
nor ikl.rted ^atentals. n e c.

PAInil^g ^e,-rin.. snf velaed Occupations
74O
141 r, rerl. ,fro,

flirt"A 44,1"i A^ '. ,ted ,r. spat ions
,o4r.i.w to ^' 'ear." Spat lens. n.e

t

'cr,patl,ns In Fabrication and Repair of Plastic's
Rub-;r. 'vnter.:Ics, and Plated Product&

S., ....pail nc in fabrication and repair of tire's. tubes,
tire treads. And related products

'51 :avIng out And cutAine rce...pations, n.e.c.

752. Fitting. shaping. cementing. finishing. and related
occupations.

753. Occupations in fabrication and repair of rubber and
plastic footwear

754 Occupations in fabrication and repair of miscellaneous
plastic products

7S9. Occupations in fabrication and repair of plastics.
synthetics. rubber. and related products. n.e.c.

76 Occupations in Fabrication and Repair of Wood
Products

760. Bench carpenters and related occupations
761 Occupations in laving out. cutting. carving. /shaping.

and landing wood products. n.e.c. /

'62 accupatIons in assembling wood products, n.e.c.
'63 ..,ckuoationS in fabrication and repair of furniture.n.e.c.
764. Cooperage occupations
'69 Occupations in fabrication and repair of wood products

"" 0 rupations in Fabrication and Repair of Sand.
gone. Clay, and Glass Products

270 '..cupations in fabric,' ion and repair of Jewelry, orna-
ments, and related pro uctsme

771. Stone cutters; and care rs
class blowing. prens14, shdpinR. and related occupations

773. Occupations in coloring and decorating brick. tile, And
related products

I

774. Occupations in fabrication and repair of pottery and
porcelain ware 1

7,5 C.rindinA. filing, polirhing. frosting. etching. clean-
ing. and related occupptionsi n.e.c.

776. Occupations in fabrication and repair of asbestos and
polishing products. abtAsives, and related materials

777. Modelmakers, patternma\ers. moldmakers, and related
occupations

77o. Occupations in fabrication and repair of sand, stone.
clay. and glom; products. n.e.c.

1.42.

'R Occupations in Fabrication And Repair of Textile
Leather. and Related Products

'80 occupations in upho,stering and in fabrication and repair
of mattresses and bedsprings

7R1 Laying out. marking. cutting, and punching occupations.n.e.c.
782. Bard severs. menders. embroiderers. knitters, and related

oupatIons, n.e.c.
783. Fur working occupations
784 occupations in fabrication and repair of hats, caps. gloves,

and related products
785. Tailors and dressmakers
766. S'euirs machine operators, garment
787. Sewing machine operators. nongarment
788. Occupations In fabrication and repair of footwear
789. Occupations In fabrication And repair of textile. leather.

and related products. n.e.c.

79 Ranch cork Occupationa,N.E.c.
790 Occupations in prePstatios IAL food, tobacco. and related

products. n.e.c.
794. Occupations In fabricdcion of paper producte.n.e.c.
799. Miscellaneous bench work occupations. n.e.c.



STRUCTURAL WORN OCCUPATIONS

80 Occupations in Metal Fabricating, N.E.C.
800. Riveters

801. Fitting, bolting, screwing, and related occupations
' 804. Tinsmiths. coppersmiths. and sheet metal workers
.805. Boilermakers
806. Transportation equipment assemblers and related occupations
807. Bodymen, transportation equipment
809. Miscellaneous occupations in metal fabricating,n.e.c.

81 Welders. Flame Cutters. and Related Occupations
810. Arc welders
811. Gas welders
812. Combination arc welders and gas welders
813. Resistance welders
814. Brazing, braze-welding, and soldering occupations
815. Lead burning occupations
816. Flame cutters and arc cutters
819. Welders, flame cutters, and related occupations.n.e.c.

82 Electrical Assembling. Installing, and Repairing
Occupation

820. Occupations in assembly, installation, and repair of gen-
erators. motors, accessories, and related powerplant equip-
ment

821 Occupations in assembly, installation, and repair of trans-
mission and distribution lines and circuits

822. Occupations in assembly. installation, and repair of wire
conrunication, detection, and signaling equipment

823. Occupations in asserbly, installation, and repair of elec-
tronic cormunication, detection. and signaling equipment

824. Occupations in asserblv. installation, and repair of :light-
ing equipment cad 'wilding wiring, n.e.c.

625. Occupations in'assemblv, installation, and repair of trans-
portation and materials handling equipment, n.e.c.

826. Occupations in assembly, installation, and repair of in-
dustiial apparatus, n.e.c.

82' oc..upations in assembly, installation, and repair of large
household appliances and similar commercial and industrial
ecuiprer,

828. Occupations in fabrication, installation, and repair of
electrical and electronic products. n.e.c.

829. Occupations in assembly. installation, and Tepair of elect-
rical products. n e.c.

84 Painting, Plastering, waterproofint._Cementinl. and
Related Occupations

B.C. Construction and maintenance painters and related occupation
841 Paperhangers
842. Plasterers,and related occupations
843. Waterproofing and related occupations
844. Cement and concrete finishing and related occupations
845. Transportation equipment painters and related occupations
8u9. Painting, plastering. waterproofing, cementing, and re-

lated occupations, n.e.c.

fac aeln Pavin and

900.

902.

903.

904.

905.

906.

909.

910.
911.

912.

913.
914.

915.

MISCELLANEOUS OCCUPATIONS

90 Motor Freight Occupations
Concrete-mixing-truck drivers

Dump-truck drivers
Truck drivers, inflammables
Trailer-truck drivers
Truck drivers, Lzavy
Truck drivers, light
Motor freight occupations, n.e.c.

91 Transportation Occupations, N.E.C.
Railroad transportation occupations
Water transportation occupations
Air transportation occupations
Passenger transportation occupations, n.e.c.
Pumping and pipeline transportation occupations
Attendants and servicemen, parking lots and service

facilities
919. Miscellaneous transportation occupations. n.e.c.

92 Packaging and Materials Handling Occupations

920. Packaging occupations
921. Hoisting and conveying occupations

922. Occupations in moving and storing materials, n.e.c.

929. Pickaging and materials handling occupations, n.e.c.

93 Occupations in Extraction of 21:Persia

930. Boring, drilling, cutting, and related occupations

931. Blasting occupations
932. Loading and conveying occupations
933. Crushing occupations
934. Screening and related occupations
939. Occupations in extraction of minerals, n.e.c.

94 Occupations in Logging
940. 'Unbar cutting and related occupations
941. Log inspecting, gradIng. scaling, cod rclzted occupations
942. Log sorting, gathering, storing, and related occupaticns
949. Occupations in logging, n.e.c.

95 Occupations in Production and Olitribution of
Utilities

950. Stationgzy engineers
951. Firemen and related occupations
952. Occupations in generation, transmission, distribution

of electric light and power
9:3. Occupations in production and distribution of gas
954. Occupations in filtration, purification. and distribution

of water
955. Occupations in disposal of refuse and sesage
956. Occupations in distribution of steam
957. 3cc...pations in transmission of communications. n.e.c.
959. 6scupntions in production and distribution of utilities,

n.e.c.

850 eating, grading, and related occupations
51. Drainage and related occupations

852. Concrete paving occupation
81.3. Asphalt paving occupations
859. Excavating, grading, paving, and related occupstions,n.e.c.

86 Construction Occupations, K.E.C.
860. Carpenters and related occupations
861. Brick silo stone masons and tile setters
862. Plumbers. gas fitters, steam fitters, and related occupation
861. Asbestos and insulation workers
864. Floor laying and finishing occupations
865. Glaziers and related occupations
866. Roofers and related occupations
869. Miscellanek..s conntruction occupations, n.e.c.

89 Structural Work Occupations, N.E.C.
891. Occupations in structural maintenance, n.e.c
892. Hoisting and conveying occupations. n.e.c.

.899. Miscellaneous structural` work occupations, n.e.c.

hid

60.

61.

962.

963.

964.

IA Are,lement, Recreation, and Motion Picture OecOtratione.
N.E.C.

Motion picture projectionists
yodels and stand-ins, n.e.c.
Occupations in production of motion pictures, n.e.c.
Occupations in radio and television production. n.e.c.
Occupations in theatrical and related entertainment pro-
duction. n.e.c.

969. Miscellaneous amusement. recreation, and motion picture
occupations. n.e.c.

970.

971.

972.

973.

974.

975.

976.

977.
979

97 Occupations in Graphic Art Wort.
Art work occupations, brush, spray, or pen
Photoengraving occupations
Lithographers and related occupations
Hand compositors. typesetters, and related occupatit
Flectrotypers and related occupations
Stereotyper% and related occupations
Darkroom occupations, n.e.c.
Bookbinders and related occupations
0,cooations in graphic art work, n.e.c.
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U
T
 
o
s
i
c
r
o

m
m
x

r
a
z
z

V
IT

A
L 

C
A

R
E

E
R

 IN
F

O
R

M
A

T
IO

N
 ..

.C
E

N
T

E
R

P
 0

B
O
X
 
4
4
0
6
4
,
C
A
P
I
T
O
L
 
S
T
A
T
I
O
Q
,
,

B
A
T
O
N
 
R
O
U
G
E
,
 
L
O
U
I
S
I
A
N
A

7
0
8
0
4

1
.

R
E
S
O
U
R
C
E
 
P
E
R
S
O
N
S
 
A
R
E
 
N
E
E
D
E
D
 
F
O
R
 
T
H
E
 
C
A
R
E
E
R
 
E
D
I
X
A
T
I
O
N
 
P
R
W
E
W
 
I
:
.

I
E
 
S
C
H
O
O
L
S
.

2
.

R
E
S
O
U
R
C
E
 
P
E
R
S
O
N
S
 
A
R
E
 
P
E
O
P
L
E
 
W
H
O
 
C
A
N
 
"
T
E
A
C
H

O
U
R
 
C
H
I
L
D
R
E
N
 
A
B
O
U
T
 
C
A
R
E
E
R
S
 
F
R
O
M
 
T
H
E
 
"
T
E
X
T
B
O
O
K
 
O
F
 
T
H
E
I
R
 
E
X
P
E
R
I
E
N
C
E
S
.
"

3
.

R
E
S
O
U
R
C
E
 
P
E
R
S
O
N
S
 
9
r
i
.
A
c
i
T
h
O
U
G
H
 
Z
N
T
 
E
M
M
,
 
T
A
L
K
S
,
 
D
I
S
C
U
S
S
I
O
N
S
,
 
D
E
M
O
N
S
T
R
A
T
I
O
N
S
,
 
A
N
D
 
S
H
O
W
I
N
G
 
I
L
L
U
S
T
R
A
T
I
O
N
S
'
b
I
N
 
C
A
R
E
E
R
S
 
T
H
E
Y
 
K
N
C
W
 
A
B
O
U
T
.

4
.

P
E
O
P
L
E
 
Q
U
A
L
I
F
Y
 
A
S
 
R
E
S
O
U
R
C
E
 
r
E
R
S
O
N
S
 
B
E
C
A
U
S
E
 
C
I
 
7
1
E
 
W
O
R
K
 
D
O
N
E
 
I
N
 
T
H
E
I
R
 
O
C
C
U
P
A
T
I
v
.
i
S
,
 
T
H
E
 
I
N
T
E
R
E
S
T
S
,
 
K
N
O
W
L
E
D
G
E
S
,
 
S
K
I
L
L
S
 
A
N
D
 
A
B
I
L
I
T
I
E
S
 
T
H
E
Y
 
H
A
I
E
 
D
E
V
E
L
O
P
E
D
,

:
l
e
a
s
e

,
'
r
a
f
e
s
s
i
o
n
a
l
,

T
H
E
 
R
E
L
A
T
E
D
 
H
O
B
B
I
E
S
 
O
R
 
L
E
I
S
U
R
E
 
T
I
M
E
 
E
X
P
E
R
I
E
N
C
E
S
 
%
H
E
Y
 
H
A
T
E
 
R
A
)
,
 
O
R
T
H
E
 
A
C
C
O
M
P
L
I
S
H
M
E
N
T
S

T
H
E
Y
 
H
A
V
E
 
A
C
H
I
E
V
E
D
.

c
h
e
c
l
.
 
w
h
i
c
L
 
o
f
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
c
a
r
e
e
r
-
r
e
l
a
t
e
d
 
a
c
t
i
v
i
t
i
e
s
 
t
,
a
t
 
N
r
o
u

T
e
c
h
n
i
c
a
l
,
 
a
n
d
 
M
a
n
a
g
e
r
i
a
l
 
O
c
c
u
p
a
t
i
o
n
s

t
k
i
n
l

y
o
u
 
a
r
e
 
a
b
l
e
 
t
o
 
s
e
r
v
e
 
a
s
 
a
 
R
e
s
o
u
r
c
e
 
P
e
r
s
o
n
 
f
o
t
,
 
b
a
s
e
d
 
o
n
 
y
o
u
r
 
w
o
r
k
 
e
x
p
e
r
i
e
n
c
e
:

S
e
r
v
i
c
e
 
O
c
c
u
p
a
t
i
o
n
s

1
.

2
.

P
l
a
n
n
i
n
g
 
a
n
d
 
m
a
k
i
n
g
 
a
r
c
h
i
t
e
c
t
u
r
a
l
 
d
r
a
w
i
n
g
s

D
e
s
i
g
n
i
n
g
 
r
e
a
d
s
,
 
b
r
i
d
g
e
s
,
 
d
a
m
s
,
 
a
n
d
 
m
a
k
i
n
g
 
a
n
d
 
s
o
l
v
i
l
v
,

e
n
g
i
n
e
e
r
i
n
g
 
p
r
o
b
l
e
m
s

2
5
.

D
o
i
n
g
 
d
o
m
e
s
t
i
c
 
w
o
r
k
 
o
r
 
h
o
u
s
e
k
e
e
p
i
n
g

2
6
.

C
o
o
k
i
n
g
 
i
n
 
a
 
c
a
f
e
 
o
r
 
r
e
s
t
a
u
r
a
n
t
;
 
p
r
e
p
a
r
i
n
g
 
f
o
o
d
 
p
r
o
d
u
c
t
s

2
7
.
_
B
e
i
n
g
 
a
 
b
a
r
b
e
r
,
 
h
a
i
r
d
r
e
s
s
e
r
,
 
o
r
 
c
o
s
m
e
t
o
l
o
g
i
s
t

3
.

R
u
n
n
i
n
g
 
c
h
e
m
i
c
a
l
,
 
p
h
y
s
i
c
a
l
 
t
e
s
t
s

2
8
.
_
S
e
r
v
i
n
g
 
a
s
.
a
 
h
o
s
t
e
s
s
,
 
g
u
i
d
e
 
o
r
 
a
t
t
e
n
d
a
n
t

4
.

D
o
i
n
g
 
l
a
n
d
,
 
w
a
t
e
r
,
 
o
r
 
m
i
n
e
r
a
l
 
s
u
r
v
e
y
s

2
9
.
_
_
0
,
e
r
a
t
i
n
g
 
a
 
l
a
u
n
d
r
y
 
a
n
d
 
d
r
y
-
c
l
e
a
n
i
n
g
 
b
u
s
i
n
e
s
s

PC
-

5
.

E
x
p
e
r
i
m
e
n
t
i
n
g
 
w
i
t
h
 
p
l
a
n
t
s
 
o
r
 
a
n
i
m
a
l
s

3
0
.
_
S
e
r
v
i
n
g
 
a
s
 
a
 
p
o
l
i
c
e
m
a
n
,
 
i
n
v
e
s
t
i
g
a
t
o
r
,
 
D
r
 
o
t
h
e
r
 
l
a
w
 
e
n
f
o
r
c
e
m
e
n
t
 
o
f
f
i
c
e
r

6
.

S
t
u
d
y
i
n
g
 
t
h
e
 
b
e
h
a
v
i
o
r
 
o
f
 
p
e
o
p
l
e

7
.

C
o
l
l
e
c
t
i
n
g
,
 
c
o
m
p
i
l
i
n
g
 
a
n
d
 
a
n
a
l
y
z
i
n
g
 
e
c
o
n
o
m
i
c
 
s
t
a
t
i
s
t
i
c
s

F
a
r
m
i
n
g
,
 
F
i
s
h
e
r
y
,
 
F
o
r
e
s
t
r
y
,
 
a
n
d
 
R
e
l
a
t
e
d
 
O
c
c
u
p
a
t
i
o
n
s

8
.

P
r
e
p
a
r
i
n
g
 
a
 
b
r
i
e
f
 
f
o
r
 
a
 
l
e
g
a
l
 
c
a
s
e

:
1
1

9
.

R
e
s
e
a
r
c
h
i
n
g
 
l
o
c
a
l
 
o
r
 
r
e
g
i
o
n
a
l
 
h
i
s
t
o
r
y

3
1
.

R
a
i
s
i
n
g
 
p
l
a
n
t
s
 
o
r
 
a
n
i
m
a
l
s
 
f
o
r
 
t
h
e
 
m
a
r
k
e
t
 
o
r
 
d
i
s
p
l
a
y

1
0
.

S
t
u
d
y
i
n
g
,
 
e
x
c
a
v
a
t
i
n
g
,
 
a
n
d
 
r
e
c
o
n
s
t
r
u
c
t
i
n
g
 
p
a
s
t
 
I
n
d
i
a
n
 
c
u
l
t
u
r
e
s

3
2
.

C
a
t
c
h
i
n
g
 
l
a
r
g
e
 
q
u
a
n
t
i
t
i
e
s
 
o
f
 
f
i
s
h
 
o
r
 
s
h
e
l
l
 
f
i
s
h
 
f
o
r
 
m
a
r
k
e
t
i
n
g

1
1
.

P
e
r
f
o
r
m
i
n
g
 
a
n
 
o
p
e
r
a
t
i
o
n
 
o
n
 
o
r
 
t
r
e
a
t
i
n
g
 
a
 
p
a
t
i
e
n
t

3
3
.
_
D
o
i
n
g
 
f
o
r
e
s
t
r
y
 
w
o
r
k

1
2
.

N
u
r
s
i
n
g
 
t
h
e
 
i
l
l
 
o
r
 
i
n
f
i
r
m

P
r
o
c
e
s
s
i
n
g
 
O
c
c
u
p
a
t
i
o
n
s

1
3
.

I
n
s
t
r
u
c
t
i
n
g
 
o
t
h
e
r
s
 
i
n
 
t
h
e
 
l
e
a
r
n
i
n
g
 
o
f
 
s
k
i
l
l
s

1
4
.

P
r
o
v
i
d
i
n
g
 
c
o
u
n
s
e
l
i
n
g
 
a
n
d
 
g
u
i
d
a
n
c
e

3
3
.

M
a
k
i
n
g
 
p
a
p
e
r

1
5
.

W
r
i
t
i
n
g
 
n
e
w
s
p
a
p
e
r
 
a
r
t
i
c
l
e
s
,
 
T
-
V
 
c
o
n
t
i
n
u
i
t
y
,
 
o
r
 
b
o
o
k
s

3
4
.

P
r
o
c
e
s
s
i
n
g
 
f
o
o
d
 
p
r
o
d
u
c
t
s

1
6
.

D
r
a
w
i
n
g
 
a
d
v
e
r
t
i
s
i
n
g
 
l
a
y
o
u
t
s

3
5
.

O
p
e
r
a
t
i
n
g
 
a
 
p
e
t
r
o
l
e
u
m
 
r
e
f
i
n
e
r
y
 
s
t
i
l
l
 
o
r
 
c
a
t
a
l
y
t
i
c
 
c
r
a
c
k
i
n
g
 
u
n
i
t

1
7
.

A
c
t
i
n
g
,
 
s
i
n
g
i
n
g
 
o
r
 
d
a
n
c
i
n
g
 
i
n
 
p
l
a
y
s
;
 
b
e
i
n
g
 
a
n
 
a
t
h
l
e
t
e
,
 
c
o
a
c
h
,
 
T
.
V
.

r
a
d
i
o
 
s
p
o
r
t
s
 
a
n
n
o
u
n
c
e
r

o
r

3
6
.

M
a
k
i
n
g
 
p
e
t
r
o
-
c
h
e
m
i
c
a
l
 
p
r
o
d
u
c
t
s

3
7
.

M
o
l
d
i
n
g
 
c
l
a
y
 
o
r
 
c
e
m
e
n
t
 
t
i
l
e
,
 
b
r
i
c
k
s
,
 
p
i
p
e
,
 
o
r
 
b
l
o
c
k
s

1
8
.

R
u
n
n
i
n
g
 
o
r
 
s
u
p
e
r
v
i
s
i
n
g
 
a
 
b
u
s
i
n
e
s
s
,
 
i
n
d
u
s
t
r
y
,
 
s
e
r
v
i
c
e
 
o
r

g
o
v
e
r
n
m
e
n
t
a
l
 
o
r
g
a
n
i
z
a
t
i
o
n
 
o
r
 
o
f
f
i
c
e

3
8
.

E
n
g
r
a
v
i
n
g
 
l
e
a
t
h
e
r
 
o
r
 
m
e
t
a
l

C
l
e
r
i
c
a
l
 
a
n
d
 
S
a
l
e
s
 
O
c
c
u
p
a
t
i
o
n
s

M
a
c
h
i
n
e
 
T
r
a
d
e
s
 
O
c
c
u
p
a
t
i
o
n
s

3
9
.

S
e
t
t
i
n
g
 
u
p
 
a
n
d
 
o
p
e
r
a
t
i
n
g
 
t
u
r
p
t
n
g
,
 
m
i
l
l
i
n
g
,
 
p
l
a
n
i
n
g
,
 
b
o
r
i
n
g
 
o
r
 
s
a
w
i
n
g
 
m
a
c
h
i
n
e
s

1
9
.

T
a
k
i
n
g
 
a
n
d
 
t
r
a
n
s
c
r
i
b
i
n
g
 
d
i
c
t
a
t
i
o
n

4
0
.

R
e
p
a
i
r
i
n
g
 
m
a
c
h
i
n
e
s
,
 
e
n
g
i
n
e
s
,
"
"
m
o
t
o
r
s
 
o
r
 
o
t
h
e
r
 
p
o
w
e
r
 
e
q
u
i
p
m
e
n
t

2
0
.

T
y
p
i
n
g

4
1
.

O
p
e
r
a
t
i
n
g
 
p
r
i
n
t
i
n
g
 
p
r
e
s
s

2
1
.

A
n
s
w
e
r
i
n
g
 
t
h
e
 
p
h
o
n
e
,
 
r
e
c
e
i
v
i
n
g
 
c
l
i
e
n
t
s

4
2
.

R
e
p
a
i
r
i
n
g
 
w
a
t
c
h
e
s
,
 
c
a
m
e
r
a
s
,
 
j
e
w
e
l
r
y
,
 
r
a
d
i
o
s
,
 
o
r
 
e
l
e
c
t
r
o
n
i
c
 
e
q
u
i
p
m
e
n
t

2
2
.

O
p
e
r
a
t
i
n
g
 
b
u
s
i
n
e
s
s
 
m
a
c
h
i
n
e
s

4
3
.

S
e
l
e
c
t
i
n
g
 
c
o
l
o
r
s
,
 
b
l
e
n
d
i
n
g
,
 
a
n
d
 
a
p
p
l
y
i
n
g
 
p
a
i
n
t
s

2
3
.

O
p
e
r
a
t
i
n
g
 
d
a
t
a
 
p
r
o
c
e
s
s
i
n
g
 
m
a
c
h
i
n
e
s

4
4
.

M
a
k
i
n
g
 
o
r
 
r
e
p
a
i
r
i
n
g
 
f
u
r
n
i
t
u
r
e
,
 
c
a
b
i
n
e
t
s
,
 
h
o
u
s
e
s
,
 
a
n
d
 
w
o
o
d
e
n
 
b
u
i
l
d
i
n
g
s

2
4
.

S
e
l
l
i
n
g
 
i
n
 
a
 
s
t
o
r
e
,
 
h
o
m
e
,
 
o
f
f
i
c
e
,
 
o
r
 
o
u
t
s
i
d
e



F
o
r
s
.
.
 
;
.

(
C
,
i
n
t
i
n
u
e
d

B
e
n
c
h
 
W
o
r
k
 
O
c
c
u
p
a
t
i
o
n
s

4
5
.

D
o
i
n
g
 
f
a
b
r
i
c
a
t
i
o
n
,
 
a
s
s
e
m
b
l
y
,

a
n
d
 
r
e
p
a
i
r
 
o
f
 
m
e
t
a
l
 
p
r
o
d
u
c
t
s

4
6
.

D
o
i
n
g
 
f
a
b
r
i
c
a
t
i
o
n
 
a
n
d
 
r
e
p
a
i
r
 
o
f
 
s
c
i
e
n
t
i
f
i
c
 
a
n
d
 
m
e
d
i
c
a
l
 
a
p
p
a
r
a
t
u
s
,

p
h
o
t
o
g
r
a
p
h
i
c
 
a
n
d
 
o
p
t
i
c
a
l
 
g
o
o
d
s
,
 
w
a
t
c
h
e
s
 
a
n
d
 
c
l
o
c
k
s

4
7
.

D
o
i
n
g
 
a
s
s
e
m
b
l
y
 
a
n
d
 
r
e
p
a
i
r
 
o
f
 
e
l
e
c
t
r
i
c
a
l
 
a
p
p
l
i
a
n
c
e
s
,
 
r
a
d
i
o
s
,
 
T
-
V
,
 
c
o
i
l
s
,

m
o
t
o
r
s
,
 
b
a
t
t
e
r
i
e
s

S
t
r
u
c
t
u
r
a
l
 
W
o
r
k
 
O
c
c
u
p
a
t
i
o
n
s

4
8
.

D
o
i
n
g
 
m
e
t
a
l
 
f
a
b
r
i
c
a
t
i
n
g
 
a
n
d
 
r
i
v
e
t
i
n
g
,
 
w
e
l
d
f
r
i
g
 
a
n
d
 
s
h
e
e
t
 
m
e
t
a
l
 
o
r

b
o
i
l
e
r
 
w
o
r
k

4
9
.

R
e
p
a
i
r
i
n
g
 
a
n
d
 
p
a
i
n
t
i
n
g
 
a
u
t
o
 
b
o
d
i

5
°
.

D
o
i
n
g
 
e
l
e
c
t
r
i
c
a
l
 
w
i
r
i
n
g
 
i
n
s
.
a
l
i
a
t
i
o
n
 
o
r
 
r
e
p
a
i
r

5
1
.

D
o
i
n
g
 
c
a
r
p
e
n
t
r
y
,
 
i
n
s
u
l
a
t
i
o
n
,
 
a
n
d
 
r
o
o
f
i
n
g
 
w
o
r
k

5
2
.

L
a
y
i
n
g
 
b
r
i
c
k
s
,
 
t
i
l
e
,
 
o
r
 
c
o
n
c
r
e
t
e
 
b
l
o
c
k
s

5
3
.
 
_
F
i
x
i
n
g
 
p
i
p
e
,
 
d
r
a
i
n
s
 
o
r
 
f
a
u
c
e
t
s

5
4
.

D
o
i
n
g
 
p
a
i
n
t
i
n
g
,
 
p
l
a
s
t
e
r
i
n
g
 
a
n
d
 
c
e
m
e
n
t
i
n
g

5
5
.

O
p
e
r
a
t
i
n
g
 
h
o
i
s
t
i
n
g
,
 
c
o
n
v
e
y
i
n
g
 
e
q
u
i
p
m
e
n
t
,
 
o
r
 
e
x
c
a
v
a
t
i
n
g
 
e
q
u
i
p
m
e
n
t

1
-
J
 
M
i
s
c
e
l
l
a
n
e
o
u
s
 
O
c
c
u
p
a
t
i
o
n
s

v
t
5
6
.

O
p
e
r
a
t
i
n
g
 
t
r
u
c
k
s
,
 
b
u
s
e
s
,
 
t
a
x
i
s
,
 
p
l
a
n
e
s
,
 
o
r
 
b
o
a
t
s
 
f
o
r

t
r
a
n
s
p
o
r
t
a
t
i
o
n

5
7
.

P
a
c
k
i
n
g
,
 
h
a
u
l
i
n
g
,
 
a
n
d
 
m
o
v
i
n
g

5
8
.

D
r
i
l
l
i
n
g
 
o
i
l
,
 
g
a
s
,
 
s
u
l
f
u
r
,
 
w
a
t
e
r
 
w
e
l
l
s

5
9
.

D
o
i
n
g
 
l
o
g
g
i
n
g

6
0
.

O
d
e
r
a
t
i
n
g
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VOCATIONAL
INFORMATION
TECHNIQUES

APPLIED
LOCALLY

VITAL CAREER INFORMATION CENTER

LOUISIANA STATE DEPARTMENT OF EDUCATION
421 NORTH S P. 0. Sox 44064

BliTON ROUGE, LOUISIANA 70504

FORM 7--LETTER

VOCATIONAL

INPOLUATION

TKHNIOULS
Ammo 1
Locurt,

*.;

SUGGESTED FORM LETTER TO BE USED IN SECURING APPROPRIATE RESOURCE PERSONS
FOR LISTING IN THE VITAL CAREER RESOURCES INFORMATION DIRECTORY FOR SCHOOLS*

Your cooperation is requested in a project to secure resource persons who
will aid the schcols in the career information program. Resource persons
are people who can "teach" our children about careers from the "textbook
of their work experiences." They are persons who can help boys and girls
find out things they, need and want to know about careers, and who can help .

them learn "how and why" to do the things they need and want to be able to do.
Rescurce persons have a wealth of career information, knowledges, skills,
abilities, and experiences that can be shared with students beyond what is
learned from books and in the classroom.

You can help us by completing and returning the "Resource Persons and
Materials Inventory.''" A copy is for you,to keep for reference. As a
successful person in your field of work you can make a valuable contribution
to the career education of students by sending the completed form to us.

After you return the form we will make a record of how your career experiences
into the occupational types which occur intheregionalbusinesses, industries,

professional,and governmental organisations. de will also list the types of
occupational information and materials you can provide, such as talks on the
descriptionF, duties, requirements and benefits of specific occupations;
audiovisual aids, reading material, programmed data, and resource materials
you can loan or furnish; interviews, worker observations, and onsite visitations
you can provide. Later on, we will make a Career Resource persons Directory
'ontaining the above type of information for all the careers of resource persons
'from whom we receive forms. The use of resource persons yin be controlled.

We are asking all persons who are willing and able to serve as resource persons
to fill out a form so no one person will be overburdened. You can help assure
the succel-F of our children having the best career information and education
program by completing and returning the form now. Thank you for your coope-ation.

1Please fill in as rnch of the form as you can
a.A state when, awl -.there vou are available.

Yours very sincerely,

*

*ran issued by administrator, principal, teacher, counselor, club leader, advisory
'ommittee member; business, industrial, civic, service, or gorvernmental organi
zation official

The VITAL Project is co- sponsored by the Louisiana State Department of Education and School Boards of the following Parishes.
"V..Lcnsioti, East Baton Rouge, East Feliciana, Iherville, Living116Pointe Coupee, St. Helena, West Baton Rouge, West Feliciana.



VITAL CAREER INFORMATION CENTER
P 0. BOX 44064,CAPITOL STATION,

BATON ROUGE, LOUISIANA 70804
FOR 711*

want .o .nat arte'oppor*,ini'le- and regairements (1,1-ur in on area.

Yot. 'an nake a 'l iatl. or ri ion to::ari the -aree, guilan'e and eda.-atior of :t

erv.nr a: 't r..soarce pe.ron. Flease -omple'e this form ro we -an know yoi hotter an;

now you oan test a.:sint rtudr.,ntc 4n an aMsory oapaity. You will have the 'at:a-tion
of kno4ing that the data you pro,'Ile will be tired foi the benefit of studentL, tea^hers,

'ounselors and oth,_.r.: Inte:ested in -areer information. Fleare rerurn the completed 'orm
-o the VI:AL "me Information Center at the above address. Thank you for your toopea *:on.

Last Fir3t Middle

Til e of lo ition e: -:2upation'

nriefs --ript!,,r, of 4ork 7-one:

%am._ o , IL1:-L y, or -:vanizatior. 13y ;hich

ine- 13:er-_:1:trer_t No. and Name

t'I'yl .l7ip)

; ?uildin7: No.

na%a held: (a) ;(b)

;I.)

: an Tell and 'how Things Alout:'a)

;(-1

1 h. Kinds of '1:pational Information and Mate-ials I 'an Talk About, show and/or :

rmation:(.011,!--k) 1Zay, 14enefits,Employment r'efnan!.
Requiremonts1LiAdvancement. (../Future Outlook

(t hAr o-Vif,ttal , P--7 Plotur, 4:7Transparencies,
if7T.Ilrotripr, r-The-ordingr,

;;;4,1114,,' Ma'Prol:=ibllograr , (=Job Jes-riptIone,L=Personnel Mandtdok,
---Bookletfs, L::7Train. Manual, :

ror. 1-ta 7f.ormation on Job r, Training; 2:71,her:

. , perated, 4:17Example,:erl,:oes :tendciPi,
1' "11'-'1 7:ample(s),Produ-t1-1. C7Tools

11. of 7rocentelor.: ')emons%-at)on, r--7 Dir,ussion, L7 ralk,

I:. ,.11 ,upply 'or :r..ef,ntatic,: ;oi, r-"--reen,=7:lound fly-t.51,

11. 4;J:pmen, w_11 neel 'or ire,..,>n'ar,.:r:

' a',

Izf)
t 11... . 11 . -- 7 (:"'7.'

,d in,,t r, 7 :-/.4 V Finn

,1^ ..."`V " " an .07: 4, 4 , 1 1, t.,(4

1

1.40



Resource Persons and Materials Inventory Form
(Continued)

17. I will make arrangemewe at my place of business or organization for: (Check)
(a) r--"Inte:views, by appointment as a consultant on:

(b) 7-7)n-site Visitations of: (State Parts of Organization);

(State Occupations of Workers)

(0) f.:70bservatioa a ividual Worker by a Student Interested in Entering a Specific Job

(d) (::7Dther Activities:

18. In making arrangements for interviews, visitations, observations and presentations
I prefer:
(a) Advance notice of 7 days ;(b) By: L:7Phone, QLetter, (.771n Person, 1::70ther:

(c; For participation 11E: =Students, Grades: =7 through C:7; L:71sachers;

(=Counselors; L:7Parents; (=Others:

(d) Size of Group- =7; (e) Month(s) 2E,Year:JFMAMJJ A S 0 N

(f) Day(s) of Week:MTWTFSS; (g) Haul a DLL: 8 9 10 11 12 1 2 3 4 5;

(h) Plgge of Assembly or Meeting,:

(11 Reptrietionn:

19. My Special Interest Areas:

20. My Talents or Special Skills:

21. Hobbies I can Share Information About:

22. Un1'ue Exper4 *nces I Have Had During Work Life(Career Related:

23. Accomplishments, Honors, Awards, or Recognitions Earned:

24. Organizations I belong to, Committees I am on, and Activities Participated In:

(a) ORGANIZATIONS (b)CCIIMITTEES/UFICES c) ACTIVITIES

25. Books, Reports, Articles, or Papers written/ published:

fb)

26. I have lived here (:::7 years. Before this-t lived Z:::7 years in other places, including:

2". My education and traininghave been mainly in the field(8) of:

Obtained a!:

For Which I Received A:

28. Date Form Was Completed:, ;Signed:

1-3-73 $

14*
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FORM 7B

SCHOOL

RESOURCE PERSONS FORM

Students want to know what career opportunities and requirements occur in our local area.
You can make a valuable contribution toward the career guidance and education of students
by serving as a resource person. Please complete this form so we can know you better and

how you can best assist students in an advisory capacity. You will have the satisfaction
of knowing that the data you provide will be used for the benefit of students, teachers,
counselors, and others interested in career information. Please return the completed form

to your school counselor. Thank you for your cooperation.

1. Name:

Last

2. Title of Position or Occupation:

3. Brief Description of Work Done:

4. Name of Business, Industry, or Organization By Which Employed:

5. Business Address:(Street No. and Name)

(City)

6. Business Phone:

First

;(Parish)

;7. Building:

Middle

;(P.O.Box)

(Zip)

(Room No.)

8. Other Jobs I have held: (a) ;(b)

9. Career Field I Can Tell and Show Things About: (a)

10. The Kinds of Occupational Information and Materials I Can Talk About, Show and/or Provide:

(a) Information: (Check) / /Job Duties, /JNY, Benefits,/ /Employment Demand,
/ /Job Descriptions,/ /Entry Requirements" "Advancement, / /Future Outlook :

To Audio-Visual Aids: / /Films, / /Pictures,/ /Transparencies,/ /Other:

/! / /Charts, / 7Displays, 7 /Filmstrips, / /Slides, / /Recordings,

(C Reading / / Bibliographies, / /Job Descriptions,/ /Personnel Handbook,

/ /Books, /___/Booklets, / / /Directories, /, /Periodicals, / /Training Manual, :

(d) Resource Materials: / / Equipment, / /Example, Services Rendered
/ / Articles Sold / / Sample(s), Products, / /Tools Used;

11. Methodic) of Presentation: 1Check1 / / Demonstration, / / Discussion, / / Talk,
L_ /Other: (Stake)

12. I will need the following equipment for my presentation:

119 73/10/21s



\\ Resource Persons Form
(Continued)

13. I will make arrangements at, my place of business or organization for: (Check)

(a) Interviews Yes,', No

(b) On-site Visitations Yes, No

(c) Observation of Individual W ker by a Student Interested in Entering a Specific Job

Yes, No

(d) Other Activities: Yes, Mo

14. My Special Interest Areas: ;

15. My Talents or Special Skills: ;

16. Hobbies I can Share Information About: . ;

17. Organizations I belong to, Committees I am on and Activities Participated In:

(a) ORGANIZATIONS (b) COMMITTEE /OFFICES (0- ACTIVITIES

18. My training has been mainly in the field(s) of:

19. Unique Career Experiences I have had:

20. Other Comments:

21. This information on this form may be printed in a Community Resource Directory. Would
you be willing to be a resource in other scnools throughout the parish? Yes No.

Date Form Was Completed: ;Signed:

120
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1.11(1
PROJECT liOLUNTFER

Join the Rankg of Involved P.opicq

PROJECT WI UNTE1:11 is deigni.d to help you zero in on VOCP area
of interest, taking YOt R available tune and 11)1111 special skill., iato
;full consideration. Specifically PROJECT VOLUNTEER is a free
computerized stem to match sour background and sour interest as
a citizen volunteer with the neede of cummunits serviee agenek s in
the Area. For'%ou to receive the most benefits
from this progi amt IllUtit be SPECIFIC, particularly in the ale t Of
your inlet egts and be as COMM ETU as you can throughout the
questionnaire.*

Protect Volum-1.r

A comput.i wed s } stem to match the ligemes:s and backgrounds of
citizen volunteers %kith the needs of , (immunity service ageocit....

CC.

1 -5 Code

6' Card Number

7 -12

13-14 Reference

14-lb Accepted

Name

!Ionic Address

Telephone No.

OceLlr loon

Etr;ltit'l
Stan-lard, Industrl.al Class 1 ..!at ion Cc de

Business Phone

Plca'c list sozio.I a service ns of %Ouch you are now a
meml-er:

i This -.L% cusph-lcst, then=1, Resource Ferl,cns and

In- :en..ory Form"



Section VI

17 -18 - Your age

in the space provided for eat h (*tit stion, enter the appropriate

number which best describes you:

19_Sex

1 - Male

90 Marital Status:

I - Married
2 - Shigle
2 - Separated

21_Race

1 - White
2 Black
3 Other (specify)

2 - -Female

2 - Divorced
2 Widowed

22 Do you have use of a personal car?

to U -No 1 -Yes

23_Religion:

3

0 Non-denominational
1 Protestant
2 - Catholic

3 - Jewish
1 - Other (specify)

2.1 Are you interested in working with a religious organization?

1 - Yes

(If yes, enter an "X" next to the one closest to your ititeests)

25_Non -denon ina tion al
96 Protestant
97 Catholic
28_jewish
29 9 Other (specify)

Section V2. Enter an -X" for es. Leave blank for no.

30_1s work not invoheti directly with people acceptable?

Indicate "X" for all groups which you will be willing to work with.

144



\

With wliat cultural or racial group(q) would you be willing to work"

31 _Any racial groups
32.Very predominately white
3:1_Very predominately black
34M fixed
35Other
For which of the following age group(s) would you prefer to do
volunteer work?

36,All age groups
37_Very young (less than 5 years of age)
38_Children (5-12 yOrs)
39 Young adults (11-20 years)
40_Adults (21 years and older)
41_Elderly

What times would you usually be available for volunteer service/

42Almost any time
43_Weekday morning
44_Weekday afternoon
45_Weekday night
46_S.iturdav (day)
47_Sunday (day)

Section V3. rill blank at beginning of qut.stion with appropri fire
number.

48!l low often would you he available for volunteer senu....1

1 - Spot job or on call
2 - Once per month
3 Every two weeks

4 - Once per week
i - More than once .1 meek

49_About how many hours per -shift would you he Jyaihiblei

1 -1 to 2 hours 3 6 to 8 hours
2- 3 to 5 hours 4- Over R hours

5C_Ilow long have you been a resident of the Area"

1 - 1 year or less 5 - i years
2 - 2 years 6 - 6 to I() years
3 - 3 years 7 11 to IS year
4 4 years 8 - more than 20 years

15 ti



][57, 11
51___On how many boards have you serves...

0 -None 3 - Three
1 - en, 4 - Four
2 - Iwo 5 - Five or more

52___Arriount of e,h you h,i completed:

1 -1 ss ;:ian ;ith Grad,
2 Through Grade
3 - Through 12th Grad,

Some College

5 - knroi College Graduate
( - BA or BS
7 - Graduate Degree

Sectr)a \ 4 P!, isz. 'X' all appropriate t\.sponses in each group:*

H.r.c tla,1 r m.11 or vocational training in any of the following
general areas?

trad'cs
54_1:lectrortics (electrical)
35___Finishing crafts
50___Graphic art'
37___Nlechanics (cer.o.: and general)

1-3 5g___Mtal tradas_
5c)

()O_____Sec tetanal skills
1_ Sct. rrig

62_0ther (specify)

is

If 'iavc rc ce.cd a Bachelor's or junior College Degrce, what
(v., re) your valor ficld(s)'

f Businesa
6 L___Educat ton

I log
llome Economics

67____Performtng Arts
tiS Pre-Med, Nursing or related fields
" Social Se a.; ace
-0 ';ozial Work

i_....t)cience
72___Humanittes/Liberal Arts
71..._Otlicr (specify)

: vou if, rlcL cu a graduate d,gree, wh it was your major field?

i4_-Business
7S_Edta-at1o11

; formin,4 Art,
Trio information can be related to the Dictionary of
9_211m1-iLL21 Ti '..1c "Occupational Categories, Divisions)



oup.;

78_Medical (specify)
79 S.1c la! Science
80Social Work
0 2 (For kevp u-,42 01114)-

7 Sk fences
8_1.aw
9 liumanit test' 1 aber Ni is

10_()ther (sptc11),)

1

In \Ow:. of Jlc folios% ing areas !1.1%e you had prior oluntkt
.crvice experience

I _;).:LCT. servicc %kth pcoplc, croups or individuals
12_141rrect sert.ice, such as a;intinis.ratike
1 ?tier; 441 'z:1 things, or a,utg mrt.11
14 I ilia raising

If .tau ha vt, had prior tolunteer &.,rvick , 11i ,Shat general fiehl(s)
was its

15 Cultural activities
16_1 cononoc dcVelopment
17 Edtkation
th--)ouiti programs
19 Cokernmental, foreiga or m.,:tropolitaa affairs
20 Hea!n
21_Human
22_P,ecrecitio.o. or -poi N
23_Social service
2-1 Beaw.,:ication .4...1 .4r _cHog,:ally or-hilted
25_Cr,roer (. p4.c.:)

In kli.it Linguag,(s), oz.iLx t-4.; Eng11.,h, yOu!nc rs 1-
:Ional proficiency"'

20_Spanish
27_1 reoch
28 German

31_lapanese
32_0:hei (specify)

44%tion s. 1'14:ask% indicate by .n -X if you h.,vc skills In any of
the following;

Skiff, la snort-,

33_Canipin
34_111kiag
This information can bu related to the VITAL "Hobbies

and Leisure Time Activities" form.



33 .1:0

Footh,li
37 fla,kt th.11

3.1 Bowling

it_C,olt

43 5w mailing

45___O- th,r spit is (sp,:itv)

46 Sculpture, Potter
47_Dancing (ballet, tap, .iocial or prof.)

paintin4
49 Instrumental music (specify)

Vocal music
il_____Theatre arts
52___Modeling, grooming, personal hygiene

;_Reading aloud
54___Nlusical appreciation
55 Other arts (specify)
56 Home e t arts (needlework, decoupage, knitting, etc.)
s7 Handicrafts (woodworking, metal working, do-it-yourself,etc.)

decor.iting
i9.___Gardening
00.___Cooking
61 Flower arrai4.,7ernent
62_Sewing
63_Auto repairing
64 Other home crafts (specify)

Hobby Skills

66....._Stettip collecting
deithloon collecting
^.01:2cting

70_13ird watctimg
71_Checs
72_10 14-,c
73____Sciaie and i ound dancing
74 Other hobby skills (stv.:cif:7)
73 NC (For keypunch use only)

7



Technical Skills *

6 3 (For keypunch use only)
7_Bookkeeping
8_Academic Tutoring
9 Salesmanship

10_..-Typing
11 _Public speaking
12_Creative writing
13_Library - bookbinding
14_Keypunching
15_Other technical skills (specify)

Section V6. In which of the following possible types of service
would you be interested?

16_Work with the physically sick
17_Work on civic projects
18 Teach groups how to do something
19_Deal with numbers an /figures
20_Teach or utilize handl raft skills
21_Serve on an agency board
22_Public speaking
23_11andle correspondence
24 Organize activities of others
25_Teach an individual how to do soinetlung
26 Telephoning
27_Work in the area of ecology
28_Visit and encourage a lonely person
29_Fund raising
30_Serve in an agency administration

Section V7. In which of the following fields would you like to do
volunteer workl***

31_Performing for individuals or groups for instruction,
entertainment or therapy

32_Working for a cultural agency in a clerical, research or
writing capacity

33_Fund raising for a cultural organization
34_Serving on the board of a cultural agency

Economic development

35_13ringing new business .nd industry to

36_Assisting minority businessmen
37_Serving on the board of an organization devotee! to id%aft.:Ing

economic development
Relate to VITAL "Talents and Special Skills" font
Relate to VITAL "flow Can Your Human Resources Be Fully

Used" form
a

Related to VITAL sKnowledges and Skills Needed in

Occupation" form



Education 1 :)(
\ssisting v.tth the education of individual:, or group, in a

-,tibiect or skill
," 0;4,r \ tot an educational institution in a CIL reseal eh

or v. r nun.; , apacity
;0_,_servnig on the board of an orgam7ation devoted to the

adv.eicement of education

ore ign 1 r

41____Helping io olfiees that are involved in foreign affairs
12___Serving as an interpreter or tianslatoi-
4L.....E:ItVrtaining foreign visitors
4_Serving on the board of an organization devoted to the

advancement of foreign affairs

Governmental or Metropolitan Affairs

45___Working with a neighborhood improvement association
lO____Participatiag in groups working toward improving interparisli

affairs
i __helping in the preservation of local landmarks
48_Serving on the board of a specific agency or organization

devoted tr. advnmement of affairs
0
t7.1 Health

49 ,Working directly with people with health problems
50_-Working in a health agency or institution in a clerical,

research or writing capacity
51_1:um] raising for a health organization
?i2.___Scrving on the board of a specific health agency or

organization devoted to the advancement of health

Human Relations

53.____Working with gi (up to develop better black-white relationships
54____Workiag in an office whose primary concern is human relations
5.5_Serving on the hoard of art nrgam:ation devoted to human

relations

Recreation and Sport.;

56,__Ilelping to ;caul! inure -tine' activities to individuals or
FrOws

',sing as a co.4cn tit assistant coach in a sport
5S_Assistffig in the recreation field in an administrative position
59.___Serving on the board of .1 specitic recreational agency



Youth Program

Woi king %%oh indi\klual oung
61_Woi king with a grow of )(lung peoalt
62_Work mg in an %kiln mist' %love posit ion of an 01 gam/

dealing with youth
63_Serving on the board of a specific acency of ore,aniration

devoted to the the betterment of youth

Social Service

l_Working with ipkhviduals, families or groups to 111l t
physical and emotional needs

65_Working for a s...)c ial st..r vice agency in a clerical, research
or writing capacity

66_1'unt.1 nising for a particular social agency or a tedei ated
campaign

67 Serving on the board of a specific social service agency

Beautification or ecologically oriented projects

OS_Family planning, population planning
60_Wol king on projects to physically improve or beautify

neighborhoods
70_Working on air, watci or waste pollution probkms
71_Serving, on the board of a specific agency or oig.inizaloil

devoted to the advancement of beautification or ecology

72_1s it L e,,sary that your service be performed in an al ea
close to your own nen-thborhood,

1 Yes 2 -No

73-74 - - -- -Your Zip Code

(lection VS. It you have any comments you wish to make, plcasL do so:

8 8 S End Code

10



PROJECT VOLUNTEER

A' computerized system to match the background and interests of citizen vol-

unteers with the needs of community service agencies.

AGENCY REQUEST

Through the use of this Request you will ba able to enlist the help of

pre screened volunteers who are specifically interested in YOUR area and

who will best sat sfy YOUR needs and qualifications However, for greatest

effectiveness, it is very important that you keep the following hints in mind

1. Be as specific as possible. Your Request is in "competition" witn all other

Requests. Even though a volunteer may satisfy a number of Requests, top

priority is given to the Request that most closely and completely matches
his qualifications.

2 Complete as much of the Request as possible. Because of the matching
system used, it is best to be as complete as possible.

3 Use additional Requests for different types of volunteers. Because you

" must generalize w include different types, you will penalize yourself

Three different Requests for two volunteers each has a better chance of
being satisfied than one Request for six people.

AGENCY REQUEST FORM

CC

1.3 Agency(SIO) Agency

4.5 Request Address

6 Card

7.12 Date

Telephone

Narr e of Contact

Title

This can be used to supplement the "VITAL Resource
Persons and Materials Inventory Form"

I



General nature of volunteer work to be done

How many volunteers with the qualifications indicated below can you
effectively use at this time?

This request should be kept in effect

t

Other comments

Until cancelled

For months

15-16 Youngest age acceotable

17-18 Oldest age accer Jble

Fill in appropriate number for each group which best describes the volunteer
characteristics desired:

19 Sex

0 Of no significance 2 Female
1 Male

20 Marital status:

0 - Of no significance 2 Single
1 Married 3 - Separated , Divorced or Widowed

1



21 Race: F
0. Of no significance 2 Black

1 - White 3 -.Other (specify)

22 Use of personal car:

0. Of no significance Required

23 Religion

0 Of no significance
1 Protestant
2 Catholic

3 Jewish
4. Other (specify)

24 Do you require a volunteer for religious work?

0 No 1 - Yes

If yes, indicate the appropriate denomination with a 1.

25 Non-denominational
2t Protestant
27 Catholic

N.. 28 Jewish
29 ^ Other (specify)

3

For each possibility enter a check ( in the space it choice is appropriate.

30 Volunteer will work directly with people

If yes, for what cultural or racial groups(s) will this volunteer
service be performed?

31 Any race group
32 Very predominately white
33 Very predominately black
34 Spanish speaking
35 Other

For what age group(s) will this volunteer service be performed?

.SES All age groups
37 Very young (less than 5 years of age)
38 Children (5.12 years)
39 Young adults (13-20)



1
40 Adults (21 and older)
41 Elderly

When would the volunteer's service'be performed?

42 Almost any time volunteer is available
43 _ Weekday morning
44 _ Weekday afternoon
45 _ Weekday night
46 Saturday (day)
47 _ Sunday (day)

Fill in the blank at beginning of question with appropriate number.

48 _ How often should the volunteer be available?

Of no signifinance
1 - Spot jub or on call
2 - Once per month

3 - Every two weeks
4. Once per week
5 - More than once a week

49 _ How many hours per "shift" would be required?

1 - 1 to 2 hours
2 - 3 to 5 hours

3. 6 to 8 hours
4 Over 8 hours

50 _ How long should the volunteer have been a resident of
the Area/

0- Of no significance 5. 5 years
1 - 1 year 6. 6 to 10 years
2 - 2 years 7 11 to 15 years
3 - 3 years 8. 16 to 20 years
4. 4 years - more than 20 years

51 _ On how many boards should the volunteer have served?

0 - Of no significance
1 1

2 - 2

3 - 3
4 - 4
5 5 or more

52 _ Amount of education necessary:

0. Of no significance
1 Less than 8th grade
2 Through 8th grade
3 Through 12th grade

4 - Some college
5 - Junior college graduate
6 - BA or BS
7 Graduate degree



H

For each possibility in each group do one of the following: *

Enter 0 or leave blank if of no significance
Enter 1 if required
Enter 2 if not required, bat desirable

\

Vocational training of volunteer:

53 Building trades
54 Electronics (electrical)
55 ____ Finishing crafts
56 ____ Graphic arts
57 _ Mechanics (service and general)
58 Metal trades
59 Woodworking
60 ___ Secretarial skills
61 ____ Sewing
62 _____ Other (specify)

Bachelor's or junior college degree in:

63 Business
64 Education
65 Engineering
66 ____ Home Economics
67 Performing Arts
68 PreMed, Nursing or related fields
69 Social Science
70 Social Work
71 Science
72 Humanities/Liberal Arts
73 Other (specify)

Graduate Degree in:

74 Business
75 Education
76 Engineering
77 Performing Arts
78 _ _ Medical (specify)
79 Social Science
80 Social Work

7 Sciences
8 Law
9 Humanities/Liberal Arts

10 Other (specify)

* This information can be related to the 7'ictionary of

Ooc=tjonnl "Cccupaticlial Sultegcri3::, Divi4ons,

an CIrcuo.:"



Areas of prior volunteer service:

11 Direct service with people, groups or individuals
12 Indirect service, such as administrative
13 Working with things, or using manual abilities
14 Fund raising

Fields of prior volunteer service:

15 Cultural activities
16 Economic development
17 _ Education
18 Youth programs
19 Government, foreign or metropolitan affairs
20 Health
21 Human relations
22 Recreation or sports
23 Social service
24 Beautification and/or ecologically oriented
25 Other (specify)

Conversational proficiency in a language other than English

26 Spanish
27 French
28 German
29 Italian
30 Chinese
31 Japanese
32 Other (specify)

For each possibility, enter a check if skill is desired. Otherwise leave blank.*

Skill in sports

33 _ Camping
34 _ Hiking
35 _ Baseball
36 _ Football
37 _ Basketball
38 _ Volleyball
39 _ Bowling
40 _ Fishing
41 _ Golf
42 _ Tennis
43 _ Swimming
44 _ Track
45 _ Other sports (specify)
This information can be relatel to
and, (*sure Time ActIvities" form

ti .J

the VITAL "Hobbies



H

7

Art Skills

46 _ Sculpture. Pottery
47 Dancing (ballet, tap, social or prof.)
48 ___ Drawing, painting
49 Instrumental music (specify)
50 r Vocal music
51 Theatre arts

52 Modeling, grooming, personal hygiene

53 Reading aloud

54 Musical appreciation
55 Other arts (specify)

Home Craft skills

56 Home crafts (needlework, decoupage, knitting, etc.)
57 Handicrafts (woodworking, metal working, do -it- yourself, etc.)

53 Home decorating
53 Gardening
60 Cooking
61 Flower arranging
62 . Sewing

63 Auto repairing
64 Qther home crafts (specify)

Hobby skills

65 ___ Magic
66 Stamp collecting
67 Coin, doubloon collecting
68 Rock collecting
69 Photography
70 Bird watching
71 Chess

72 Bridge
73 Square and round dancing
74 Other hobby skills (specify)

Technical skills *

7 _ Bookkeeping
8 ___ Academic Tutoring
9 Salesmanship

10 _ Typing
11 Public speaking
12 ___ Creative writing
13 ____ Library - book binding
14 ____ Keypunching
15 Other technical skills (specify)

''.1.1;...t.-. ...,:., t.1.... 71:AL ":alent and Special Skills" form



78:

***

Possible types of service 3,4'

16 Work with the physically sick
17 Work oncivic projects
18 Teach groups how to do something
19 Deal with numbers and figures
20 Teach or utilize handicraft skills
21 Serve on an agency board
22 Public speaking
23 Handle correspondence, mallouts and envelope stuffing
24 Organize activities of others
25 r Teach on individual how to do something
26 Telephoning
27 Work in the :.:P3 of consevation or ecology
28 Visit and encourage a lonely person
29 Fund raising
30 Serve on an agency administration subcommittee

In what fields would this volunteer's services be required?
(Check all that apply.) 1:1Ht-

Cultural activities

31 Performing for individuals or groups for instruction,
entertainment or therapy

32 _ Working for a cultural agency in a clerical, research or
writing capacity

33 _ Fund raising for a cuitural organization
34 _ Serving on the board of a specific cultural agency or an

organization devoted to advancing culture at large

Economic development

35 _ Bringing new business and industry to

36 Offering advice and assistance to minority businessmen
37 _ Serving on the board of a specific agency or an organization

devoted to advancing economic development at large

Education

38 Assisting with the education cf individuals or groups in a
special subject or skill

39 --- Working for an educational institution in a clerical, research
or writing capacity, or assisting the library staff

40 Serving on the board of a specific educational institution
or an organization devoted to the advancement of education

Relate to the VITAL "Ho',: Can Your Htmlan Rezour.;o: De
Fully Uoecl" form, aloo
Relate to the VITAL "Knowledges aril Skillo Needel in
an Occupation" form



Foreign affairs

41 Helping in oftices that are involved in foreign affairs
42 Serving a, an inters reter or translator
43 Entertaining foreign visitors
44 Serving on the board of a specific agency or organization

devoted to the advancement of foreign affairs

Government or Vo.tr-)pu .tan affairs

45 __ V4orking w.th J neighborhood improvement associatior
46 ___ it groups working towards improving inter-

parish affa rs
47 ___ Helping in the preservation of local landmarks
48 Serving on the board of a specific agency or organization

devoted to advancement of affairs

Health

49 Working directly with people with health problems
50 Working in d health agency or institution in a clerical,

research or writing capacity
51 Fund raising for a health organization
52 Serving on the board of a specific health agency or

organization devoted to the advancement of health

Human relations

53 ___ t'4'.-Jrking with group to develop better olack-white rc anships
54 V.i'orlsog in are office whose primary concern is human relations
55 __ Serving on the boaid of a specific agency or organization

devoted to the advancement of human relations

Recreation and sports

56 __ Helping to teach leisuretime activities ,o individuals ui groups
57 Vieorking as a coach or assistant coach l :port
58 _ _ sting in te recreation field in an administrative or, tion
59 __ Serving on the board of a specific recreational agency g

ui lizat ion devoted to the advancer"nt of rorreatirm snorts

Youth program

60 i',"orlong with an individual young person
61 - Worki-g wi!'l a group of young people
62 administrative position of an organization

deaiing with youth
63 S_I J,rig ol the board of a specific agency or organization devoted

to the betterment of youth
11)4 )



Social service

64 Workui w th families or groups to meet
physii,ai a, 1 (i ecoutuna; needs

65 Voarking for a social service agency in a clerical, research
or %maim) capacity

66 Fund rats I.) for a part cular social agency or a federated

6/
campaign
Serving the coed of a z,r)eif:c socLal .,ervice agency or
organizat,on devoted to the advancement of social s,.,ry ices

Ee.,;a.f,cation or ccoiocycally oriented projects

63 Family r, ,Jrning popi,lation plannirg
1 Working on project, to physically improve or beau', fy

ne ghborhou,is
70 Working on air. water or waste polli, tion problems
71 Serving on the ooard of a specific agency or organ

devoted to the advancement of beautification or ecology
72 XXX

73 _ L p Code of Agency __

)
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VITAL CAREER INFORMATION CENTER
P 0 BOX 44064,CAPITOL STATION,

BATON ROUGE, LOUISIANA 70804

FORM 10

OCCUPATIONAL INI RMATION REPORTING AND EVALUATING FORM

Please complete a separate copy of this form for each type of occupational information or
material that you use or can rate. Check the appropriate category and fill in the infor
maticn requested below. Then, rate the material on the back of this sheet. Please return
the completed form to the coordinator and the VITAL Career Information Center at the above
address. The information you supply on the forr for each piece of material will be used
in compiling a resource materials bibliography to Lisa in career guidance and education.

I. TYPE OF OCCUPATIONAL INFORMATION OR MATERIAL (Check)

A. AUDIO-VISUAL AIDS:

CHART
DISPLA1
FILM (MOVIE)

FILMSTRIP
MICROFILM

PHOTOGRAPH
PICTURE (Drawing)

TRANSPARENCY
TV OR VIDEO TAPE

RECORDING TAPE (Cassette)
RECORDING TAPE (Reel)
PHONOGRAPH RECORD
OTHER TYPE: (State)

B. PUBLISHED MATERIALS:

AUTOBIOGRAPHY
BIOGRAPHY
CAREER FICTION
DIRECTORY (CAREER INFO.)
JOB DESCRIPTION
JOB FAMILY (CLUSTER)
JOBS IN SPECIFIC FIRM

1

JOB CLASSIFICATION PLAN IN SPECIFIC ORGANIZATION
MAGAZINE, JOURNAL, OR PERIODICAL WITH CAREER INFO.
MANUAL. FOR EXAMINING, SELECTING, CLASSIFYING,

PLACING, TRAINING PERSONNEL
RECRUITMENT LITERATURE
PERSONNEL HANDBOOK El OTHER PUBLISHED
PAY PLAN OR SCHEDULE MATERIALS: (State)

C. DATA PROCESSED INFORMATION OR PROGRAMMED INSTRUCTIONAL MATERIALS:

PRINTOUTS FROM DATA PROCESSED INFORMATION ON CAREERS
STUDENT INVENTORY, RECORDS, OR FOLLOW-UP DATA FOR USE IN CAREER GUIDANCE, EDUCATION
OTHER TYPES (State)

D. RESOURCE MATERIALS:

ARTICLES HANDLED/SOLD
ARTIFACTS/OBJECTS ACQUIRED
EQUIPMENT OPERATED ON JOB
EQUIPMENT-MOCK-UP, MODEL,

SIMULATED

PRODUCT(S) PRODUCED (SAMPLES OR EXAMPLES)
SERVICES RENDERED-DEMONSTRATION, DRAMATIZATION
TOOLS/ MATERIALS/ UNIFOILMS USED ON THE JOB
OTHER RESOURCE MATERIALS:(State)

II. DESCRIPTIJN OF INFORMATION

A. TITLE OR NAME:

B. AUTHOR OR RESOURCE PERSON:

C. PUBLISHER, PRODUCER, OR SOURCE:

D. ADDRESS OF SOURCE:

C. COPYRIGHT OR ISSUE DATE (if any):

D. LENGTH ; SIZE: ; SPEED:(FILM,TAPE,RECORD)

E. ILLUSTRATIONS: E=7 COLOR; E:7 BLACK AND WHITE; AMOUNT: ; MATERIAL:

F. GRADE LEVEL(S) (Circle) PRE-,K 12 3 4 5 6 7 8 9 10 11 12 POST MGM SCHOOL -

G. COST (if any): , DEWEY DECIMAL CLASSIFICATION (if known):
; NO.

H. USEFUL TO: ::7 STUDENT, I-77 TEAt.HER; I77 COUNSELOR; Q ADMINISTRATOR; 1 J PARENT

I. OCCUPATIONS OR CAREERS RELATED TO:

II. PERSON REPORTING:

SCHOOL:

CITY:
I cfj

; TITLE:

; ADDRESS:

; PHONE: ; DATE:

1 V.; )



Form 10. (Continued)

III. RATING OF OCCUPATIONAL INFORMATION OR MATERIAL

Please rate the occupational information or resource material previously listed by

placing a check (N/ ) in the appropriate column for each of the following standards,

using the rating scale given at the right below. An example is given.

After rating all of the items add the number of checks in each column and multiply
the number of checks by the point value assigned, then add the sub-totals to supply

a grand total.

A.

RATING STANDARDS

RAMC SCALE POTS
4

w
0
.4
0
0
X

CO

3

V
0
0

LI

2

4,,

c
4.
0
>C

1

>
.4

304
(11

K1

0

0
.r.1

w

I+
0 Ls

44
C 0

0
Ha.

BASIC PREPARATION:

Example: Expands knowledge of world of work .1

1. Author's or Resource Person's background, competencies stated

2. Purposes, uses, and limitations clearly stated

3. Timeliness and up- to- dateness (data, terms, charts, illustrations)

4. Accurate statistical data, pertinent regionally,adequately stated

A

5. Social and Economic Setting (nationally/locally) adequately covered

6. Sources of information fully credited and identified (documented)

7. Objectivity used in gathering and presenting material

8. Style is clear,concise; suitable vocabulary; interesting; inviting

9. Sufficient contents, index, and bibliography

B. RELATIONSHIPS TO CARXER GUIDANCE AND EDUCATION:

1. Expands students' knowledge of the world of work

2. Provides awareness of contributions of workers at various levels

'3. Stimulates appreciation of satisfattions found in/through work

4. Relates to clagsroom subject matter and curriculum

5. Provides orientation to concepts and skills needed for work

6. Encourages using exploration skills to learn job characteristics

7. Aids skill development in career choice, preparation, employment

8. Fits pattern of curriculum scope and sequence for career education

9. Stimulates setting of realistic aspirations, motivates reaching

10. Appropriate to level of human growth and developed on level Ain, ifj

12. Allows for individual differences in self-concepts, interests,
abilities, personal traits knowielges, skills, and background

a. Total number of checks in each column

b. Sub-totals (Number of checks multiplied by point value of column)

c. GRAND TOTAL (Total value of all sub-totals added together) c

4 -6 - 7 3 S

1.1.8114



VITAL. CAREER INFORMATION CENTER
P. O. BOX 44064 ,CAPITOL STATION ,
BATON ROUGE, LOUISIANA 70804

FOR 11 -- CHECK Li r FOR REQDESTIN(. StEARER

(daptable for Interviews, On-Site Visits, Observations)

This is a teacher's 0uide Lor requestin, a speaker. By contacting the counselor-
coordinator you would locaL.! the Lost appropriate resource person. The counselor
can be of optiium service to you if you will do the following things needed
for requesting a speaker:

FEL:GS FO DO DATE DONE

1. Sec. three 1) f..-ar wee-.s before resentatfon

Contact cou-aselor-cc,orul.:d:or

i. State the topic ,u w, all like Lc rave resented

-+. Descrfoc the 1ind spea-er w o ,est L.eei the weds
of your ,r ,ui , 1.o. a e. se. ethnic c,-nO,

Describe Li e uniqJe .seeds and a,e of ;'cur students

er, L ,ic, arras' e: ants

1ru:ide ifor; atior. about the locatiun of :.our school, room :
; date. ,

1 1,_'1 t, e s:ea ,er will be 1 et (scilool office, etc. )
i the na. e u: L. L vi 1 : eet ;tin (student host,

; Student:

L: C s er as reed o; s:,eciai equip- ent , facilities,
ccrd, etc.,, r pre-hlarnin

I . .ac:t as t i :0, Lied f,

s or an! , Ludar.L's Lai L

:aterials

ti. i:ecia-!5., career litera'.. :re if J ,u use suci
r h In i ; I '

I-.

Lett :'Et{

.;,..E

TI:LE . !;:; ITT' r:

Fitt' OR oRk-ANIZATION

lELFIFO:.L

bA( _ A: 1, k

211

E

, let La- and suestions.,.

ctwoo

f02:'-(counJelor)

; CLASS i Eaa D



VITAL CAREER INFORMATION CENTER
P. 0. BOX 44064,CAPITOL STATION,
BATON ROUGE, LOUISIANA 70804

FORM 12

SUGGESTED LETTER TO RESOURCE PERSONS

(The items to be covered will vary with the developmental levels of
the students to be served in line with an experience-based,
sequential plan for career information, guidance, and education)

Dear

Our class, room , School

wants to thank you for agreeing to be a resource person to help us

in our career education program by making a presentation, providing:

interviews, on-site visitation, observation of workers, resource
MIIN/

materials . We have made arrangements for this at

on
(location)

at
(address) (day of week) mo. ay year (time)

The following guide is suggested for your information, but this is
flexible. It is important for this to be as current, concise,
realistic, and clear as possible for the age, development, grade
level, and interests of students. The most appropriate items are
checked, which we need information on for the oareer(s) of

1. gam .= occupation (Local job titles and Dictionary of Occupational
Titles classifications may be used)

2. Types of employing establishments in which the occupations
occur the Standard Industrial Classification categories and
names of local examples of businesses, industries, organizations
may be used)

What you do in this job. (Description of job duties, activities,
and respor51=717k relationship of work to total organizational
operation) (Illustrations, slides, production/organizational charts)

Where Tou work (Work location, environment, equipment (tools), clothes,
conditians)(iilustrations, slides, photos, or other examples maybe.used)

When zax work (Hours and days of work , including shifts,ovcrtime,seasona3

6. What this work will Ely you (Amount of earnings per hour, day,
week, jnon-ff7-73r year- eiYY level, average, maximum gross and net pay)

7. Other benefits you have to help you on this job (Fringe benefits--
insurance, leave, bonuses, discounts, retirement, social security,union)

8. What future you have in this job (Prospects for employment now and
in th7TITare, opportunities for advancement within and beyond
the job--ladder or promotion from entry level to highest attainable
position in career area and in organization, technological changes)

1

126 17,



C) What Loa should be like to do this lel (Personal traits, attitudes,
temperaments, interests, values, goals suitable for a Career in this
occupation; for promotion, advancement; organization's requirements)

10. What you need to know and be able to do in this job (Mentaland physical
abilities--aptitudes, knowledges, vocabulary, skills-level of speed and
accuracy of abilities to work with data, ideas, people or things)

11. School work needed for this job (Course preparation and training
needed)

12. Where you can learn how to do this job (Previous experience,
activities at school or in career-related school, leisure-
time, part-time, periodic, or full time jobs; on-the-job
training, in-plant, apprenticeship, special vocational,
technical, or college training; or other types of training)

13. Things you need to have before looking for this ,fob (School
TTTUFas-TUpFT7aTions, f77777Tew, certiTTFate, license, physical
exam, pre-employment tests, union membership or apprenticeship,
tools, and other requirements)

Where to find this work around here (Places to apply for work
and information neededT

15. Where else you can find out more about this kind of work (Job
descriptions, audio-visual aids, published or duplicated
materials, programmed print-out data processed information,
resource materials, sources and addresses)

16. Other kinds of work almost like this occupation which you
may consider

17. Any other information s,)ught by students, such as:, how and why
you got into your job, what are the values, good/bad features,
affect on family life, leisure time activities, hobbies,
accomplishments, and-other questions related to the career or
)ccupation

1' :-J,7y_.e2ted follsw-un activities to gain first -hand jobknowledsei you can
'Ielp with (In sahpol;,'Jn-site visitations, Interviews, observations, etc)

We appr;eciate ypur cooperation with us in our career education
nrflgram, and 1c),)k forward to participation in this activity.'''

Very truly yours,

*State in walch Lf the fnllowing areas you are available to serve
as a recotrce 1) this school: , 2) other

1: w1t,ni:. ie.Iirated area the community as follows:
/ 3) all of the community

4) parish , 5) region , 6) statewide



VITAL CAREER INFORMATION CENTER
P. O. BOX 440649CAPITOL STATION p

BATON ROUGE, LOUISIANA 70804

FORM 13
GUIDELINES FOR SPEAKERS

We are very appreciative that you are willing to give up time
from your busy schedule to talk with students about your career
field. It has been our experience that students have concerns
about things that are listed in the following questions, in
addition to the basic occupational information requested in our
letter. Would you please consider these in your presentation.

1. Why did you choose this type of work?

2. How did you get into your present occupation?

3. Why did you take this job?

4.'" Do you enjoy your work?

5. What do you especially like, find satisfying, and
rewarding about your job?

6. What do you like least about your work?

7. How do you adjust to these dissatisfactions?

8. How hard is your work?

9. that kind of work load do you have?

10. What ire the pressures, strains, or anxieties of your work?

11. Are you tired when you finish work?

12. Who depends on your work?

13. Upon whom ao you depend?

14. Do you have security in your job?

15. Do you receive enough encouragement, credit, and
recognition for your work?

16. How do you see your relationships to others in the business?

17. How do you see your job in relation to the organization as
a whole?

18. How does your job affect your personal life?

19. Would you want your son or daughter to enter your career
field?

128



20. If so, what would be your advice to them?

21. What difficulties do beginners often have in getting
started in this career area?

22. Are there problems getting this work because of sex, race,
creed, color, or national origin?

23. What special problems do entry worke'rs have in adjusting
to their first job?

24. How can the school help prepare students for entering in
this career?

25. What other ways can you spend your time preparing for
this career?

129
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FORM 14 A
SUGGESTED FORM FOR "EVALUATION OF RESOURCE PERSON"

Please complete this forh, after eaci. 4se A a resource person and send a copy to the coordinatcr
to assist you and the school in evaluatin, t,,e benefits experienced and making inproverents
in future use of resource persons.

RESOURCE PERSON: ; CAREER AREA/OCCUPATION:

SCHOOL: ; COURSE TITLE:

GRADE.LEVEL(S): ; PERIOD/SECTION(S): ; GROUP SIZE: M+ F T;TEACHER:

ACTIVITIES BEING EVALUATED RATINGS (Checl() COMMEN1S (Writ /Type)

Type: (Check) A. Speaker,

B. Interview, C. On-site
visitation, D. Observation of

worker

TV
m o
o o
> to

T3
o
o
to

or

m
al

W
w
s
.4

w

03
m
OPW
,4 cl.)

cl.) s
..4

o

c..

1. 2. Y. 4. 5.

1. Planning .

2. Preparation

3. Presentation as a whole

4. Information supplied requested and

needed about career area/occupation

5. Kept students' attention

6. Appropriate for students' develop-
mental age and grade level(s)

'7. Data exact, current, factual, realis-

tic with local applications
1

1

1

8. Effective use of audio-visual aiu./
reading/resource n.aterials

L9. Style is clear, concise,
suitable vocabulary

........

10. Stimulates students' awareness of,
appreciation for, contributions of
workers in the career area(s)/
occupation(s) .

11. Motivates and encourages further
investigation of and preparation
for career/occupations

12. Related to school curriculum/course/
classroom subject matter

13. Overall learning purposes adequately
fulfilled

...._

14. Resulted in profitable follow-up
activities

15. Recommendation for usin.!, resource
person again

(over) 1 0
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State su estions for irprovin,: future use:

School Teacher Dat.



Please co.nvlete thi r - 4 A '

your act :"ty, th-, ; Y,F.. :4-

RESOURCE rEC::
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GRADE --: 7
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4 I
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Li. Informatin: ru:T.1,tct

needed about carver at,a '*:

t(ent students' at-.t.
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i ORM I

f EACilER' S RI.PI I I ; .

lease co ,lete each time have us77M7ourck.: retain 1) sc;,o01

1. RES(WRCE L;RS

. BUSINESS NAME

5. ACTIVITY Tra

POSITION

4 . ADDRESS

12,

0
0

I W
C 0

- 4 rN
..0

.3

0 0
C 4 )dL

0
S.

> CS

1 C'
3.4 71T

C)

0 o, ACTIVITY DATE

(Checl.) --

7, CAREER /OCCUi TONAL AREA ( S )

8. SCHOOL ;9. TEACHER

11. EVALUATION

12: SUGGESTICNS To 1:71 ROVE

, 10. COURSE
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EMPLu'(EE
INTERVIEW WESTION:\AiRE

I. Why are you working?

FORM 17
:"articipant

A. Are you the major wage earner in .),k.tir family?

Po you enjoy your wor'?

Why did you choose this type of work'

D. Do you plan to stay with this t+,pe of work. in the future'

Have you ever thought of quitting?

II How hard do you work?

A Can you determine your ove,ctime'i

What kind of work load do you have

C. What are your hours")

D Salar Minimum Maximum

E Other fringe benefits?

II
. Are there preses, strains, or anxieties in your work?

IV What special problems .1) now employees frequehtly have in adiu,:t.n

to the \job?

What are the mo,t important personal ch:1:--.cterir-I,c, for heino

succesA.ul in the lob?

VI what other I QquiremcntS ore necessan, for the job?

A Education,

Special

On-the-job training%
VII In your opinion, what are the opportunities for\advancoment in

your job?

VIII Arc yo.i s,2care in your :)b?

IX. Do you gc t enough recognition from your work?

X What are yr,ur attitRdes toward un.ons and union mombership?

J 3!.



XI. Would you object to working with someone in a minority group?

A. Do you have any minority ciroup members working here?
XII. Does your employer encourage you to get more training?

A. Do you feel limited because of your leve of training?

B. Would you change your background of trainino if you could?

C. Do you want to have your son or daughter follow in your
footsteps?

XIII. How do you see your relationship to the company as a whole?

XIV. -In your opinion, what can the school do to do a better job of

preparing people to fit into your kind of job?

NOTES

r

,Ps A
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The follo,ing i an out line to a 2 N ):1 r. deter:I:rung %hat you 4,
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VITAL CAREER INFORMATION CENTER
INTERESTS AND TEMPERAMENT (PERSONALITY CHARACTERISTICS)

SELF-EVALUATION FORM

P 4UT interests J tellera-ent Lersqlalit

INTERnSTS

traits nt characteristics
TEMPERAMENT .,°%1ISONALITY CHARACTERISTICS

as -ou see them

State your rain interests

1

State your main leisure time activities:

yt,u have taken tie kuder Interest Inventory c,.eck the
areas in which you had the highest scores: Outdoor Work ,

Mechanical ; Computational Scientific , terstia-

Artistic ,Literar-,____ Musical .--`TURt
4 Clai service Clerical

For earl. of the activities hated below check
t-e amount cf interest you have in it

t

4 1. Working with things and objects

State those things that best descLibe your personality -- the
real you:

What do you think are your best personal characteristics:

AMOUNT

4. Working wizn people to help tier in 111

2. Dealing witr. people in the selling,
providing, use of goods and services

3. Doing the sane kinds of things in a
L set way

individual or rot , s a

;,eople by writin' talkir' actin. II
). Doing work which gives recognition

and praise
77. ..ommun catin., tkouchts and ideas tJ

Scientific and technical activities

Abstract anal creative .activities ustn,,,

1:-aginution, thinking , understanding

7-.--ri7cessta, materials, operatir4 equil

-ent, and using techniques not deal-
ing directly with people

I . W Ming with materials to produce sere-
tt,thr that has definite value and use

ACTIVITIES WHICH RELATE TO YOUR PERSONAL TRAITS
For each one of the activities listel below cher,
the amount that the activity relates tr your per-
sonal traits and is agreeable to you:

o many di terent t 2ngs on t e jo

2. Do The same kind of taiittTn the job

3. Receiving instructions on what to do on job

4. Planning and directing own work and of others

o. Working directly with people on job duties

ork ng a one or apart from others on job

7 Changing people's feelings, opiniOns, habits
of thinkin about ideas and thin:8

m

IIIII
111

8 Doing work under pressure. stress, taking

111111
risks dealin with the critical or unex.ected
Using personal senses or common sense in rak-
14,4; 'udgements and decisions from ex erie

11111

.0
7.0

i.

Csinh measurable standards, guides, or facts
in main udrements and decisions accura elY

. Interpreting feelings, ideas, or facts in
own terms, by doing your own [WV

2. Being very accurate in work and measuring hot.,

well thin s meet limits or standards set

If you are nt sure about sore of your interests an, rera ents an want to iscuss these with your counselor and

complete tre following and brin. this fotr in with you when you core for an interview:

Nare:

or

A, School__ . Grade: ; Date:

teacie



VITAL CAREER INFORMATION CENTER
PERSONAL TRAITS

SELF-EVALUATION FORM

Please check the amount that each one of the statements below describes how you
look, work, or act.

PERSONAL TRAITS

RATE YOURSELF ,.'N WAYS Y," LOOK, WORK
EACH STATEMENT OR ACT

4.3

o0

1

AMOUNT

A
..o

2

o
s

4
s

;

o

o
ony

cr)

0

4

.c.

s

a
4.)

k..?

4.3
.-.,

5

o

o

1. Am attractive and keep neat
2. . courteous, think of and respect otherssfeefings

. Am de endable com.lete sobs assigned

. Use abilities to think-up, start and make or do things

. An loal stand u. for m school rou or church
Can remember and repeat th ngs exactly as they were

. Follow directions .uick'y
.. Am orderly and accurate
Q. Keen cool at ease sure of self and abilrAes

1 . Am prompt and do th ngs on time
11. Am friendl .leasant eas to :et alone with
1?. Am tactful, have skill n dealing w th people
i . Other peonl _,rust and believe in me
14. Other ways TY7FT77F)771.:

a.
b.

Ir y)u are n,t sure abr)ut s'me y,ur traits and want t)) discuss those with T'Ir
-urgel r and/ ,r teacher, c)mplete the following and bring tnis form in with y u

whiq y ')me f)r an intervicw:

:t : Ago ; Scft)-1 ; Grade: ; Date:
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b
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i
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d
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VITAL CAREER INFORMATION CENTER
P. 0. BOX 44064 ,CAPITOL Si ATION
UAFON ROUGE, LOUISIANA 70804

FORM

TAT =S AND SPECIAL SKILLS FORM

CHECK Tit L AM.27:,T Thar ti -)U LIKE EACH OF TEE FOLLOWING ACTIVITIES
ON THE RA1111,4 3"AI,-, TO THE RIGHT, USING THE FOLLOWING GUIDE:
( ) HIGH, ( 2 ) Tz AVERAGE ( 3 ) AVERAGE, (Z;.) BELOW AVERAGE,

(5) LOW INTEPI.

STUDENT

SCHOOL ,GRADE

ACTIVITIES AND WHAT YOU DO

RATING SCALE

DEALING WITH f,A:A ::::a",:3-

I

.

4

I

:4

3 SYNTir-F;SIZ=1 ( : ,T7:::::: -7.',JET.H.E.E1 IDEAS, DATA,
INFO TV T= -.:. 7" 121-3 ^' ''TER FACTS AND/ OR DEVELOP

. zzlIaNATI-,...-; 10 Er:711. 1 -a.DERLY STEPS FOR GETTING
WORK D 7 -,F A 2 : N ; BE TAKEN, O1 BASIS OF
DA TA Is : AL .1- ED )

7.--. ANA LvZ "F.J-1.1.-.IN:2r; TE,., ING AND FIND= 0 T TIE
ACCURAr-:: A: :I VAL7TE OF DATA TO STATE HOW IT IS
USEITT.i

I

7,7 7 1 = 7 : T-.r-.sRMAT 1.".':i ABOUT DATA , PEOPLE,
A7 : )M.T.iEND ',R CARRY 1.TTT.a.E . .: : ', :
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TALENTS AND SPECIAL SKILLS FORM (COhTINUED)

PLEASE CHECK THE AMOUNT THAT YOU LIKE EACH TYPE ACTIVITY:

TYPES OF ACTIVITIES AND WHAT YOU DO (CONTINUED)

RATING SCALE
I

DEALING WITH PEOAE-

I I H0. MENTORING (ADVISING, COUNSELING, GUIDING TO
ASSIST OTHERS IN SOLVING THEIR PROBLEMS)

1. NEGOTIATING (EXCHANGING IDEAS, INFORMATION,
AND OPINIONS WITH OTHERS- TO REACH AGREE-
MNT ON DECISIONS, CONCLUSIONS, OR

I ISOLUTIONS TO PROBLEMS)

2. INSTRUCTING (TEACHING OR TRAINING OTHERS BY
EXPLAINING, SHOWING,' SUPERVISING ACTIVITIES,
AND RECOMMENDING IMPROVEIENTS1

3. SUPERVISING (FINDS OUT THE WORK TO BE DONE,
ASSIGNS AND TRAINS OTHERS WHAT TO DO, AND
GETS THE WORK DONE THROUGH DIRECTION,
COOPERATION AND ENCOURAGING WORKERS'
PRODUCTION)

DIVERTING (ENTERTAINING OR AMUSING OTHERS,
USUALLY BY ACTING, SINGING, DANCING OR
OTHER PERFORMANCES)

5 PERSUADING (GETTING OTHERS TO BUY'A
PRODUCT, SERVICE, OR ACCEPT A POINT OF
VIEW)

. SPEAKING-SIGNALING (EXCHANGING INFORMATION,
GIVING ASSIGNMENTS OR DIRECTIONS BY TALKING
OR USING SYMBOLS OR SIGNS

7. SERVING (ATTENDING TO THE NEEDS OR REQUESTS OF
DINERS BY OUIQZACTION)

TAK .G INSTRUCTION -HELPING FOLLOW ORDER
HELPS AND ASSISTS WORKERS)

14.7



TALENTS AND SPECIAL SKILLS PORK (CONTINUED)

PLEASE CHECK THE AM)UNT SOU LIKE EACH TYPE ACTIVITY:

TYPES OF ACTIVITIES AND WHAT YOU DO (CONTINUED)

RATING SCALE

/ / / /
/:; CS

UWALIEU WWII Tillsiu- ,

. PRECISION WORKII.G (USING SPECIAL SKILLS AND
ABILITIES TO PUT THINGS IN PROPER PLACE ON
MACHINE.OR ELSEWHERE AND SELECTING TFE TOOLS
OR MATERIALS NEEDED TO DO THE JOB, THEN
CARRZEG OUT THE TASKS NECESSARY TO COMPLETE
THE JOB)

2. OPERATING-CONTROLLI., ,STARTING, ADJUSTING,
PLACING MATERIALS IN AND RUNNING A MACHINE,
READING GAUGES, METERS, DIALS, TURNING
VALVES TO REGULATE SPEED, VOLUME, TEMPERA-
TURE, PRESSURE, MDTI)N 7:7 EQUIPMENT AND
MATERIALS)

3. DRIVING-OPERA TINC, k,,TA,TI.:G, STEERING,
GUIDING, AND MOVING Cc,NIROL3 )7: MACHINES OR
EQUIPMENT To FoLL:,W A COURSE: MAKE, SHAPE
OR RESHAPE MATE,AN2,: AN1VOR MoVE THINGS OR

__ PEOPLE)

MANIPULATING (W:)RKI::,1, MOVING, GUIDING, OR
PLACING OBJECTS O MATERIALS WITH THE USE OF
HANDS, FINGERS, i:-:,T, T,7 )LS OR 7THER

EQUIPMENT)

. TENDING (STARTING, STOPPING, AND WATCHING THE
N

SIMPLE ADJUSTMENTS AND CHANGES IN PARTS)
OPERATION OF MACHINES AND EQUIPMENT, MAKING

G. FEEDING-OFFS 7ARI j'IsYr.T, MATERIALS IN MACHINE,
TAKES OUT AND 74,11E, I I J

7. HANDLUTG (LINTS, CAfiri IE2 , VE3, JR iDLES
OTVECTS 71 r 7-LA:;DS i LU,1.I T () )
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VITAL CAREER INFORMATION CENTER
P. 0. BOX 44064 ,CAPITOL STATION ,

BATON tplig,HUISIANA 70804

OCCUPATIONAL VALUES

RANK IN ORDER FROM HIGHEST (1) TO LOWEST (7) THE IMPORTANCE TO YOU
OF THE OCCUPATIONAL VALUES LISTED BELOW:

RANK OCCUPATIONAL VALUES DESCRIPTIONS

INTEREST AND
SATISFACTION - I VALUE AN OCCUPATION THAT CAN:

- GIVE ME A CHANCE TO DO THE KIND OF WORK I LIKE
- MAKE ME FEEL PLEASED AND HAPPY WHEN I DO IT

ADVANCEMENT/
PROMOTION - I VALUE AN OCCUPATION THAT. CAN:

- GIVE ME A CHANCE TO GET AHEAD BY LEARNING MORE
- PROVIDE A GOOD OPPORTUNITY FOR ME TO ADVANCE
- MAKE IT POSSIBLE FOR ME TO MOVE UP OR GET PROMOTED

SALARY/WAGES/
EARNINGS/PAY - I VALUE AN OCCUPATION THAT CAN:

- - PAY ME ENOUGH MONEY TO GET THINGS I NEED AND WANT
- GIVE ME A GOOD INCOME
- PROVIDE ME A GOOD LIVING

PRESTIGE/
RECOGNITION - I VALUE AN OCCUPATION THAT CAN:

- CAUSE PEOPLE TO TRUST AND DEPEND UPON ME
- LET ME GETC,REDIT AND RESPECT FOR THE WORK I DO
- MAKE ME,PEEL IMPORTANT AND LOOKED UP TO BECAUSE OF IT

PERSONAL/
INDIVIDUAL - I VALUE AN OCCUPATION THAT CAN:

- FIT IN WITH MY WAY OF LIFE
- ALLOW ME TO DO WHAT I HAVE ALWAYS WANTED TO
- PROVIDE AN IDEAL TYRE OF WORK FOR ME

PREPARATION/
ABILITY - I VALUE AN OCCUPATION IN WHICH I CANE

- USE MY EDUCATION AND TRAINING
- APPLY MY APTITUDES AND TALENTS TO LEARN AND DO THINGS
- DEVELOPtSKILLS BY BECOMING GOOD AT THE THINGS I DO
- DO THE KIND OF WORK FOR WHICH I AM BEST SUITED

SECURITY/
PROTECTION - I VALUE AN OCCUPATION IN WHICH:

- I CAN GET STEADY, REGULAR WORK
- THERE WILL USUALLY BE A DEMAND FOR WORKERS
- JOB OPENINGS WILL OFTEN OCCUR
- I CAN GET A JOB AND KEEP IT
- I CAN GET SOME THINGS IN ADDITION TO PAY, SUCH AS:

VACATIONS, SICK LEAVE, INSURANCE, SOCIAL SECURITY,
RETIREMENT, PENSIONS, AND OTHER EMPLOYEE BENEFITS

STUDENT

GRADE , DATE

, SCHOOL

1119
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VITAL CAREER INFORMATION CENTER
P. 0. BOX 440M ,CAPITOL STATION ,

BATON ROUGE, LOUISIANA /0804

JN A- :It ADS

, RANK IN ORDER FROM HIGHEST( 1 ) ( 7) THE GOALS WHICH YOU WOULD
LIKE TO REACH IN A CAREER, LISTI,!;D BELOW:

RANK ' GOALS DES OkIPTIONS

FINANCIAL GOAL - WANT TO MAKE AS MUCH MONEY AS POSSIBLE
BE ABLE TO G7T 7HE THINGS YOU WANT.

- TO B711 S Tit' A 1:1_,T,PCTION, KEEP AND PRESERVE OBJECTS
- HAVE SAVINGS, INVESTMENTS FOR FUTURE INCOME

AND SY,CURITY

SOCIAL ACCEPT-
ANCE GOAL - WANT TO BE L'):)nD UP TO OTHERS

- RECEIVE ATT.E: OtrihRS AND BE ACCEPTED BY THEM
- GET OTHElr TO L ncE AND RESPECT YOU
- FEEL NF=ED AND WANTED AS A mr:ER OF THE GROUP

AUTHORITY-POWER
GOAL - ) 3E A BOSS, SUPERVISOR, MANAGER, OR LEADER

- BE ABLE TO CON T7OL AND RUN THINGS
- HAVE TIE RIG-HZ, To LEAD PEOPLE OR TELL THEM WHAT TO

DO AND THE WAY TO DO IT

WORK- CENTERED
GOAL - WAT" T,";ARL'. ALL CAN ABOUT A JOB AND HOW TO DO IT

- DO A :.1O YOU CAN GO AS FAR AS YOU CAN IN IT
- 21Nj-C,Y ¶'1 R. (.1 AT A JOB THAT YOU LIKE IN BUSINESS,

DUSTRY, TERNIM: T, n; WOK ON YOUR OWN

SERVICE-CENTERED
GOAL - WANT T HELP T BE OF SERVICE TO OTHERS

- T.12. A 97:',A::'11. R TRAIN OTHERS
R +'RuTii; oTIrt]P.S

- SO fl THEMSELVES OR 1EET THEIR
T'TN:ONAL N-Ejr]DS AS A PERSON AND DUMBER OF TIE GROUP

- rUILE O R co=a, ,;1",!-..EII.`3 To HELP THEM SOLVE PROBLEMS
"V.)0 71. LOT , DEALING WITH OTHERS AND THEM-

:;ELVIN;
7i-rn.ovi.,. THEIR HEALTH OR CONDITION

PERSONAL SUCCESS
GOAL - ; vAr2 A N &I'L FOR YOURSELF TO PLEASE YOU

- 1-3t LAT 1.3711Li:ITH YOURSELF BY REACHING THE OBJECTIVE
1-JU SET FOR YOURSELF IN YOUR JOB OR CAREER

- MAKE TIE 1,1(-ST CF WHAT YOU HAVE LEARNED AND ARE ABLE
TO DO Wi:;1".,L :II .0, JOB OR CAREER

- USE '2ALFNTS , OR THE WAYS YOU THINK, LOCK AND
ACT R /Er.LIEGS, AND IDEAS BY PERFORM-

W:R1TIN , DRAW 11:G , SINGING AND/OR PLAYING

FAMILY- C Et FIE Mr)

GOAL A GOOD HOE LIFE
- Y WAY OP UPI., GOING IN YOUR FAMILY

STUDENT ,GRADE
DATE



FO FM 23

DIMENSIONS OF VOCATIONAL NEEDS

Ask Yourself: How important is it to an ideal job for
me, the kind of;job I. would most like to
have?

Check the box on the right indicating the degree of
importance you would personally attach to each' item.

Neither
Important

Very Ufi- Nor Un- Very Un-
Important Important important important important

1. 2. 4. 5.

1. Ability Utilization:
I could do something
that makes use of my
abilities.

2. Achievement: The job
could give me a
feeling of accom-
plishment.

3. Activity: I could be
busy all the time.

4. Advancement: The job
would provide an
opportunity for ad-
vancement.

5. Authority: I could
tell people what
to do.

6. Company Policies E.
Practices: The com-
pany would adminis-
ter its policies
fairly.

7. Compensation: My
pay would compare
well with that of
other workers.

8. Co-workers: My co-
workers would be
easy to make friends
with.

9. Creativity: I could
try out sone of my
own ideas.

153. 1:!.)



10. Independence: I
could work alone
on the job.

11. Moral Values: I,

could do the work
without feeling
that it is morally
wrong.

12. Recognition: I
could get recog-
nition for the /

work I do.

13. Responsibility:
I could make de-

, cisions on my own.

14. Security: The job
would provide for
steady employment.

15. Social Service:
I could do things
for other people.

16. Social Status:
could be "somebody"
In the community.

17. Supervision-Human
Relations: My boss
would back up his
men (with top
management).

18. Supervision-
Technical: My boss
would train his men
well.

19. Eitriew I could
do something dif-
ferent every day.

20. Working Conditions:
The job would have
good working condi-
tions.

Neither
Important

Very Un- . or Un- Very Un-
Important Important important important important

:4
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FORM 24. PEER EVALUATION

I am interested in learning more about how I work in
a group.
in

1.

2.

3.

4.
5.

Would you please help me rate my behavior
this group? My name:

(1)
+.3

0
1)

0

0

-P
r1

a)z
0

Behavior - observed very often

Behavior - observed often
Behavior - observed some

Behavior - observed little
Behavior -sobserved none

0.
G.4

0

(1)

1. 2. 3. 4. 5.

1. Honest with other members.

2. Contributes to the group.

3. Expresses self clearly.

4. Summarizes what is happening.

5. Yields to group pressure, conforms.
k

6. Provides helpful feedback to group members.
.

7. Listens with understanding to what others say.

8. Takes lead in selecting topics.

9. Shows interest in people and their ideas.

10. Knows when to talk and when to listen.

11. Helps others feel at ease.

12. Helps group to stay on subject.

13. Shows that he likes us.

14. Tends to wander off the topic.

15. Annoys others.

16. Sets himself apart from the group.

17. Runs away when faced with a problem.

18. Shows evidence of being well-informed regarding
the task.

19. Contributes ideas that move the group toward its goal.

20. Applies knowledge to solution of problems.

21. Functions, in general, as a helpful and productive
group member.

4
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R`R
KIIONI.E.DGLS ?"..D I': A:: CC(',1%2.TION

..S 4:.7) - /AGE ARTS.

DIRECTIONS : WRITE CODE 11. 1. I'. s i A re I -)VATE THE DEIXE OR X:01`,T OF
KNOWLEDGE A:4'o S 1. -*.c FtM rt,:: occoLATioN. (CODE SCHt,OL
E - ELEMENT!..,Y, J.' 41:- , Sh - SENIOR iiIGH SCHOOL; C-COLLEGE) RAffNc

'17

a
C).

OCCUPATION:

6 EVALUATION 1,, MAKE JUDGE'ENTS
a.TECUNIQUES USED BY A SPEAKER IN ORAL PRESENTATIONS
b. INVOLVING THE COMPARISON OF READING SELECTIONS 10 PERSONAL

EXPERIENCES
c. GROUP DISCUSSIONS ON BASIS OF TECHNIQUES AND CONTENT
d.PERFORPANCE OF A MODERATOR IN A DISCUSSION
c. OPTIONS OF JOB OPPORTUNITIES ON BASIS CF INTERESTS, GOALS
f. READING MATERIALS

2. COMPARE AND/OR CONTRAST:
a.DIFFERENT AUTHORS' STYLES OF WRITING
b. ONE PERSON OR THING WITH ANOTHER PERSON OR THING
c. COMPARE AND EVALUATE MAJOR ALTERNATIVES
d. WRITTEN STATEMEITS, EDITORIALS NEWS ARTICLES
c. THE RELEVANCY OF SCHOOL SUBJECTS TO PRESENT-DAY WORLD

I INFER THE AUTHOR'S PURPOSE IN A BOOK OR ESSAY

S. SYNTHESIS L COMBINE CONCEPTS, NIINCIPLES, GENERALIZATIONS BY ORGANIZING
SENTENCES ANT PARAGRAIHS TO DEVELOP A TOPIC

2. PRODUCE A FACTUAL REPORT FROM NOTES ANT OUTLINE
3. WRITE ORIGINAL STORIES, POEMS, COMPOSITIONS
4. DEVELOP DRAMATIC TECHNIQUES
5. DESIGN A MEIlIOD FOR MASTERING THE SPELLING OF WORDS
6. EXPRESS IDEAS I: VARIOUS WAYS ORALLY AND IN WRITING
7. ORGANIZE WORK A SIGNMENTS
8, WRITE A NEWS AR 'ICLE
9. TELL A PERSONAL EXIERIENCE EFFECTIVELY

10. PLAN A DEBATE °AXEL DISCUSSION
11. WRITE A RESE!RCI PAPER

. ANALYSIS 1, READ CRITICALL
2, MAKE INFERXES DERIVED FROM A GIVEN iARAGRAPH
3, DETERMINE RE'f.ATIONSI, I. S AMONG IDEAS IN A PARAGRAPH
4. -DETERMINE :oki, ANT) :ATTER:: IN A LITERARY WORK
5. PERCEI:c

A'11) TECHNIQUES FRO" ORAL i RI:SENTATIONS
b, DIFFERI:iCE:S IN WRITTEN I'RESENTATIoNS
c. AUTHOR'S czre\-: oi: POINT OF VIEW; HIDDE7.: EAaINC
41, TECHNIQUES USED WRITIEN WORKS

6. ANALYZE:
a. VIEW} OINTS EDITORIALS, NEWS ARTICLES

b. WRITTEN A'Z) t 1AL gESE':TATIONS
c. OBSERVATI0',1,
d. TV PROG:iAll "')TIES

7. DIFFERENTIATE LIi:E're,SSES A..J DIFFERENCES
8. DEDUCE DETAIL I': WRITrE': AN) ORAL PRESEWAT I0s:S

3 APPLICATION I. READ WITH !EA'a:t,
2. WRITE WITH CLARITY
3. INTERACT VERBALLY WITH OTHERS
4. LISTEN INTENTIVELY
5. 1E CORRECTLY:

a. SPELLING RULES
b. GRA!VATIC I RI':CII LES
c. IT:XTUATION A'a; CAI I IA LI ZATION RULES
J. DICTIONARY A'',3) REFE%:.NCF. MATERIALS
e. TETT:11,11ES OF JEATI .'E WRITING

6. FOLLOW teRAL 1..:,ritectur:s DIRECIICNS

2 COI,TREHENSION ' 1. INTERi'REI :
a. wEarrE: I' STR.:CTIOI:Sr)IRECTIONSAND II:TORMAII04
b. ORA-I. I ':SideETIO1 DIRECTIONS, AND Sik,RMATION
c. PICTORIAL, (,RAC HI", AND SrSOLIC INFORMATION

2. RECOGNIZE:
a. WORDS
b. SENTENCES
c. PARAGRAITs

9 1. I d. MAIN IDEAS
4'03. SUMMARILE:

a. PARAGRAL PS
h. STORTFc
c. REPORTS



KNOWLEDOES AND SKILLS NEEDED IN AN CCM ATION

KNWLEDGES AND SEILLS - 1,4',GUAkE ARTS (C(4MEDI

DIRECTIONS: WRITE CODE LETTERS) I. SPACES ON RIGHT TO INDICATE THE DEGREE. OR AOUNT OF
KNOWLEDGE AND/OR SKILL ;;EES:iD FOR Tim .AttTICULAR OCCUIATIO.I. (GOOF. SCHOOL LEVEL:
E - ELEMENTARY; .111- JUNICR HIGH; SH - SENIOR HIGH SCHOOL; C - COLLEGE:

RAT-an
OCCUPATION: ' 4.1

c.1

=
C -r r:0 0= .4

1.2,3.x+.5.
2. COMPREHENSION G, UNDERSTAND TECHNIQUES AND/OR RULES OF:

a LISTENING - HOW AND WHEN TO LISTEN
b. SPEAKING - CONVERSE, GROUP DISCUSSIONS, ORAL REPORTS
c. WRITING - PRINT AND WRITE IN SCRIPT

BREADING - WORD RECOGNITION, MEANING, STRUCTURE
a. SPELLING - AGE APPROPRIATE WORDS
f. LANGUAGE - COMUNICATE UNDERSTANDABLY
F. ENGLISH - CORRECT OSUAGE
h. LITERATURE - STYLES FICfIO' VON-FICTION

CREATIVE WRITING

1. KNOWLEDGE. 1. BASIC FUNDAMENTALS OF:
a.LISTEVINC
b. SPEAKING'
c.11ANOW_RITING

a. 3PELVNG
f. LANGUAGE

ENGLISH

.N, ORIGINAL, OWN IDEAS

h. LITERATURE
i.CREATIVE WRITING

2. FOLLOWING DIRECTIONS
3. BOOKS AND ttATERIALS
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KNOWLEDGES AND SKILLS NLEDED IN AN OCCUPATION

.=:c AND SKILLS - MATHEZATICS

DIRECTIONS: ;mu:. CODE I ETTER(S) I:. SPACF.S ON RIGHT TO I':DICATE THE DEGREE OR AYOUn' sru=
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-............. I KA. INC I

OCCUPATION: 31-Tij 1 -1

1-A I.1 TA1/,
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.(,,....

.3....

k...
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-.--1 1. 1-1
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! I t'i---t--I
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,
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LEVEL

MATHEMATICS

KnWLEDZ'S AND scri,TS BASFIO UPC` as D.0.11
Seale of Genera/ Development (CM)

REASONING DE `w ELOPMEN T
.0103101

ti _ .
Ma, to ...111mr4 Develo,onent

6 Apply principles cf logical. or scientific
thinking to a wide range of intellectual and
prnetica! pr,iblons 1,,a1 with noilvcriial
syrah-i!:sm iformu,as. scientific ecniatio,is,
graphs. rays:cal notes, etc.) in its -rri:Ist dif-
ficult piue es. Deal with a varie of absttriet
-trio c-nerete ariab: s Apar..rer.d the most
abstrase eass-i or vi,-cer's

Apply principles -1 ti-..zieal or 4cientific
t. prol,:ems, col:ect !at.:, es-

; rablish facts, end draw %MA -nick:stens.
iriterriret an ext.--.11z.n.c v7r.ziety technical
instructions in mathematical or diagram-

; inatic form. ID?al with i,evcral airdract and
eori.7retc var.a1,1e5

Apir,!%. kloo ,i4e of ailvaneed
mathmatic-,I and s:atistical
techniques such as differen-
tia! and integral calculus,
factor and probabil-
it determiaatioo, or work
mull. a wide variety of thco-
reLicat mathematical con
cepx and make original
sppliestions of mathematical
wcedures. as to empirical
aid differential equations.

MA/IE:yIATICAL DE,VELOPMENT
NICANWPOW

Advanced calcalus:
Work with limits, continuity, real nu
ber system% mean value theorems, a
implicit function theorems.

Modern algebra:
Apply ft:mi.:mental concepts of theor
of groups, rules. and fields. Work wi
difrecatiai actuations. linear algebra,
finite series, advanced operations nietho
and functions of real and complex va
ables.

Statistics:
Work with mathematical statistics, mat
mat:cal proaleiity and applications,
perimental design, statistical inferen
and econometrics.

Aigebr;,%:
Work with exponents and logarithM
linear equations. quadratic equatiml
mathematical in.luction and binom
theorem, and permutations.

Calculus:
Apply concepts of analytic geometry, d
ferentiations and integration of algebrl
fanctions with applications.

Statistics:
Apply mathematical aperations to fin
quency distributions, relia;Iiiity and valil
ity of tests, normal curve, enalysis.1
variance, correlation techniques, ell
square application and sampling then
and factor analysis.

4 Apply principles of rational systems 1 to
solve practical problems and deal with a
variety of concrete variables it s.tnations
w here only limited standardization exists.
Interpret a variety of instructions furnished
in written, oral, diagrammatic, or schedule
form.

Perform ordinary arithmetic,
algebraic, ead geometric pro-
cedure,: in standard, practical
applatatten,i.

Algebra:
Deal with system of real number
linear. quadratic, rational, exponentq
logarithmic, angle and circular fonctioil
and inverse functions; related algebra
solution of equations and snequalitiO
limits and continuity, and probability
statistical inference.

Geometry:
Deductive axiomatic geometry, plane ai
solid; and rectangular coordinates.

Shop Math:
Practical application of fractions, poi
centages, ratio and proportion, mensur
tion, 1 igarithms, slide rule, practie
algebra, geometric construction, and a
sentials of trigonometry



3

1

Apply commonsense t.nderstanding to carry
out instructions furnished in written, oral,
or diagraninutic form. Deal with problems
involving se% oral concrete- variables in or
from standardized situations.

Make arithmetic calculations
invohing fractions, decimals
and percentages.

,___
'Compute discount, interest, profit, and
toss; commission, markup, and selling
price; ratio and proportion, and percent-
age. Calculate surfaces, volumes, weights,
and measures.

Algebra:
Calctilate variables and formulas; mono-
mials and 'polynomials; ratio and propor-
tion variables; and square roots and .

radicals.
Geometry:

Calculate plane and solid figures; circum-
ference, area, and volume. Understand
kindu of angles, and properties of pairs
of angles.

Apply cemmomense understanding to carry
out detailed but uninviled written or oral
instructions. Deal with problem% involving
a few concrete variables in or from stand-
ardized situations.

Use arithmetic to add, subtract,
multiply, and divide whole
numbers.

Add. subtract, multiply, and divide all
units of measure. Pei form the four oper-
ations with like comnton and decimal
fractions. Compute ratio, rate, and per-
cent., Draw and interpret bar graphs.
Perform arithmetic operations involving
all American monetary units.

Apply commonsense understanding to carry
out simple one- or two-Step instructions.
Deal with standardized situations with oc-
casional or no %ariables in or from these
situations encountered on the job.

Pe,rferrn simple addition End
subtraction, reading and I

copying of figures, or count,
ing and recording.

v

Add and subtract two digit numbers.
Multiply and divide 10's and 100's by 2,
3, 4, 5.
Perform the four basic arithmetic opera-
tions with coins as part of a dollar:
Perform operations with units such as
cup, pint, and quart; inch, foot, and yard;
and ounce and pound.

21,,t e
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KNOWLEDGES AND SKILLS NEEDED IN AN OCCUPATION

KNOWLEDGES AND SKILLS - SOCIAL STUDIES

DIRECTIONS: WRITE CODE LETTEN(S ) IN SPACCS ON RIGHT TO INDICATE THE DEGREE OR AMOUNT or
KNOWLEDGE AND/OR SN ILL NEEDED CUR TIME PARTICULAR OCCUPATION. (CODE SCHOOL LEVEL:
E - ELDENTARY ; ill- JUNIOR HIGH; SH - SENIOR HIGH SCHOOL; C - COLLEGE)
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1 Correspondence

Ability Set

FORM 26 A
WORK ADJUSTIEENT

Need Set

Ability
Requirements

JOB

Reinforcer
System

Correspondence

Points to be made about the chart:

Sotisfoct on

Reinforcer
System

_J

a. Jobs can be described in terms of the abilities required-
(e.g., clerical skills, ability to sell; mathematical ability,
etc.).

b. Individuals can be described in terms of the abilities they
have (e.g., clerical, artistic, technical knowledge, etc.).

c. "Satisfactoriness" -- the employer's evaluation of the
employees -- depends on the correspondence between the abil
ities required and the abilities possessed by employees.

d. Jobs can also be described in terms of the "reinforcers" or
rewards that are available to workers (e.g., responsibility,
social service, variety, etc.).

e. Individuals can be described in terms of the psychological
needs they have (e.g., advancement, variety, authority).-' (See
list in Appendix to this unit).

.

f. Job "satisfaction" depends on the extent to which a lob pro
vies the "reinforcers" or rewards which meet the individual's
needs.

g. Satisfactoriness ability to perform the loh:well. and satis
faction the exteniT37;Tiich the job satisfies psychological
needs are interdependent.(F.g., If one performs well he is
likely to get a sense o achievement, recognition, more respon
sibility, etc. Or, if o e is satisfied he is more likely to
be motivated to use his <bilities in performing well.)

h. When one is choosing an occupation, he should consider whether
he has the abilities required and if the occupation offers
the'rewards he seeks.

159 A
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FORM 26 B

Aptitude-Parts Chart

The parts Chart below shows a sample item for each of the twelve test parts of the Ceberal
Aptitude Test Battery. One purpose of the chart might be to help you recall your experiences in
responding to each test part. Notice that there are nine aptitudes being measured by the CATS.

APTITUDE - PARTS CHART

159 B

214,



VITAL CAREER INFORMATION CENTER
P. O. BOX 44064,CAPITOL STATION,

BATON ROUGE, LOUISIANA 70804
FOR11 27

FUid FOE RATING OF UNIT ACTIVITIES
BY STUDENT

YOUR NAME: ;TEACHER: ;GRADE: ;DATE:

Directions: For each ta-rament listed below place a check mark (1) under the
word which you think tells how much this was done during the unit.

Add any other comments for improvement of unit on back.

STATE.IENT RATINGS (Check one for each statement)

1. Helped me learn more about the opportunities
for occupations and'careers in the World of Work

-very

guch Much Some Little None

2. Helped me learn more about what you do; need
to know; be able to do; what idou deal with;when,

where and how you use the skills needed in a job

3. Helped me to learn more about my
interests, abilities, personal strengths
and limits which can be useful instudyingabout
occupations and careers

4. Helped me to learn how to find out more
about the occupations and careers which
I am interested in and have the abilities
to learn

5. Helped me to learn how to find out about
other fields of work and relatei occupations

and careers besides those covered in the unit

6. Helped me to learn how to work with others
in a group and in the class,to be use ;1 on the job

7. Helped me to learn what p,,r,:cnal ww. of

acting and doing things are needed for job
success

8. Helped me see how my precnt school subjects
are useful in preparing for, petting, holding,
and advancing in a career

9. Helped me learn how-to get the necessary
. information on occupations and careers so

that I can compare the requirements with
my abilities and make up my mind what I want
to do

10. Helped me to make plans for the subjects, skill-
training, and knowledge I will need to have to
get ready for occupations in which I am interestec

--....

11. Helped me learn how to find out more about when,
*here, and how to get the training needed for
different types of occupations and careers

12. Helped to locate and use career resource persons,
organizations, publications, and audio-visual aich 160A:

21.)



NAME

STUDENT SELFGRADING SHEET

ON OCCUPATIONS UNIT OR CAREER COURSE ACTIVITY RELATED TO A COMPANY ORGANIZATION

OCCUPATION

Obtaining a job is often a big prbblem, but more important is your ability
to keep your job and fulfill your employer's expectations.

The following check list will allow you an opportunity to evaluate your work

habits during this unit,

Think over each question carefully and try to see yourself as your employer

would evaluate you. Rate yourself on each question by writing in the blank

one of the following numbers for the rating which best fits you on the question
as it relates, to the job you have done in school on this unit: .

(1) always, (2) most of the time, (3) some of the time, (4) little,.(5) none

1. Did I'come to work on time each day?

2. Did I get right to work?

3. Was I honest with the supplies?

4. Did I make all days of work?

S. Did I follow company rules? (school/ class/ group rules)

6. Did I get along well with others?

7. Did I do my fair share .of work?

8. Was I willing to learn how to do new things?

9. Did I take care of my equipment, supplies, and working place?

10. Did I complete each job on time?

_11. Did I keep others from working?

_12. Was I courteous to my fellow workers?

13 Was I friendly and cheerful without wasting time?

14. Was I willing to help others when they needed it?

15. Did I show respect for the things other people
knew that I did not know?

16. Did I take criticism without becoming upset?

17. Did I follow orders and instructions?

18. Did I use safety and health care?

19. Did I keep neat and dress appropriately for the work?

16 OB
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FORM 29A

STUDENT EVALUATION BY TEACHER

Some of the objectives of the World of Work program are listed below. Pleti.e plewt,

a check (J) in the columns to the right indicating ,how well you feel thi: coal
was achieved by students.

1. To help students gain more information about
the World of Work

2. To aid students in better understanding their
personal strengths and limitations with
respect to occupations they observed

3. To help students in planning their high school
or technical school programs in order to reach
tentative career goals

4. To help students explore related fields of work
and'specific occupations in which they are
interested

5. Through class activities to teach students how
tOwork bettt- with others as well as other
personal traits needed to be.a successful
jobholder in the future

6. To help students understand the importance of
their present school studies with respect to
getting and holding jobs in the future

7. To teach students how to go about making
decisions

S. To aid students in organizing and planning
their career goal:,

9. To acquaint students with the many types of
educational -.,nd training opportunities there
are available to them

10. To acquaint students with the various books,
p.,.riodicals, organizations and personnel that
are available to help them in making career
decisions

TOTAL CHECKS 1( A EACH COLUMN

STUDENT

SUBJECT GRADE

SCHOOL

DATE

164 A
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FORM 30

RANDOM LOG OF CAREER DEVELOPMENT ACTIVITIES

Date

Project Educator
Non-Project Educator
Grade Level or Specialty

Career Development Activities

1. Classroom Activities

A. Teacher Presentations

B. Student Presentations

C. Outside Resource Presentations

D. Library Research

E. Materials Display

F. Audio-Visual Presentation

G. Other

2. School Activities

A. Committee Meetings
B: Faculty Meetings
C. Parent Meetings (Include PTA)
D. Individual Staff Conferences
E. Indiv. Student Conferences
F. Individual Parent Conferences
G. Large Group Student Programs
H. Other

3. Community Activities

A. Fir:ld Trip Planning

B. Resource Speaker Planning
C. Touring Work Stations
D. Interviewing Workers
E. Other

Total

Number
of

Activities

165

Purpose
Student
Outcome

Objectives
Time

Involved



FORM 31
PROGRAM REACTION SURVEY

ED Project Educator

0 Non-Project Educator

1. In what ways has the Career Development Program helped you to do a better
job professionally?

A. Increased my knowledge of career developent concepts.
B. Provided a vehicle for increasing curriculum relevancy.
C. Provided useable materials for my work.
D. Stimulated more team work.
E., Increased community assistance in education.
F. Other

G. No help

2. Did you feel you had a voice in the implementation of the program, if you desired?

1] Yes

[::1 No

3. The amount of time required for this project was:

Too much
OK
Too little

4. The major objectives of the project as you sce them are: (Check all appropriate
answers)

A. Meet national manpower needs.
B. Develop specific student job skills before graduation.
C. Integrate vocational and academic education.
D. Help students select an occupation before graduation.
E. Increase the use of community resources.
F. Other

G. Impossible to determine.

S. What are the highlights of the program?

6. In your opinion were the parents supportive in this program?

1---1 Much r--1 Little

I I Some [1 None

166 2



FORT; 32

COMMUNITY REACTION SURVEY

1. Now has the Career Development Program helped you contribute more to
the school and the students?

a. Increased my knowledge of career development concepts.

b. Made it easier for me to influence school curriculum.

c. Increased my knowledge of school objectives, materials, methods.

d. Other
e. No help.

2. Did you feel you had a voice in the implementation of the program
if you desired?

DYes
ED No

3. The amount of time required for this project was:

Too much
OK
Too little

4. The major objectives of the project as you see them are:
(Check all appropriate answers)

a. Meet national manpower needs
b. Develop specific student job Odlls before graduation
c. Integrate vocational and academic education
d. Help students select an occupation before graduation
e. Increase the use of community resources
f. Other

g. Impossible to determine.

S. What are the highlights Of the program?

6. In your opinion is the school staff supportive of the program?

I I

Much

Some

ED Little

[] No support

7. In your opinion are the parents supportive of the program?

!loch

( I Some

1(.:(

r-a

P) Litt le

L=1 No support
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-- Better prepares students for
entry in labor market on real-
istic basis

-- Offers employers better qualified

and occupationally oriented job
applicants

-- Provides more applicants with
potential for success and
satisfaction on job

-- Tends to reduce employee dissat-

isfaction and turnover - improv-
ing stability and productivity
of work force

-- Stimulates better student-teacher-

counselor-parent relations - help-
ing "bridge the gap"

-- Allows students a smoother change-
over from school work to employ-
ment

-- Helps coordinate work of educators
with employment counselors,
personnel and resource people in
the community

-- Establishes a means of encourag-
ing and following-up the career
development and progress of an
indi.ridual throughout his work
life

-- Provides a centrally located
clearing house for local, regional,
state, and nationnl occupational
and career development information

-- Bring* together more effectively
the services of all organizations
and establishments which affect
the education, guidance and
employment of individuals.

For farther information, see the

vocational guidance counselor or other
person Tesponsible for the VITAL
occupational information and career
development program in your school -r
community.

The VITAL Career Information Center
State Department of Education

P. O. Box 44064
Capitol Station

Baton Rouge, Louisiana 70804

Reader-Printer

Microfilm Aperture Card
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art the services of the VITAL
Career 71formation Center?

Serves:

StuueLts, Parents, Teachers,
.Coup-Plors, Librarians, 1mini tratr--
Employers

Furnishes:

Schn;:s -

-- Up-to-date, easy-to-use local
occupational information

-- Render-Printers for reading ani
printing out copies of micro"'imed
data

Students -

-- A vide range of reliable, current,
pertinent local, regional, and
national occupational information
for vocational guidance

-- Educational requirements and
training opportunities for jobs

-- Easily readable vocational
orientation data for disadvantaged,
dropout and handicapped

-- Economical print-outs of data
selected from microfilm aperture
card for further exploration and
discussion with parents, counselors
and teachers

-- Method of relating students'
interests, abilities, aptitudes
and aspirations realistically
to jobs

1 ?/t/5

Po rents -

-- Opportunity to participakm in
children's vocational guidance
by having access to print-outs
of real! tic rccupational
informhtion

S, cool Peronnel -

-- Means of keeping up with job
requireme%ts, markets, pay scales

-- Way to ha.' at fingertips it vide
variety o' information on :orld-
of-work

-- Equipment to encourage students'
vocational guidance

-- Sources of publications and
materials on occupations

-- Names of persons to contact in
business, industry and govern-
ment for further information on
jobs and field trip arrangements

-- Methods and materials for incliel-
ing vocational guidance in
curriculum planning, development,
and instruction

Values Rendered:

-- Makes ed
and rela

:- - Aids in
develop

-- Increases availability of relevant,
reliable, readable local occupa-
tional information

-- Broadens knowledge of "world of
work"

-- Allows exploration of many occupa-
tions

- - Informs

opportun
time wo
school-
ships

-- Gives op
aptitude
and aspi
to job

-- Provides
become s
greater
and co

Stimulat
creative
making,
achievi

Encourag
and prod
taged, p
handicap

-- Stimulate
guidance

-- Expands t
chosen by

-- Increases

of offeri
vocation

-- Promotes
diligent
program
grades
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-- Opportunity to participat,e in
children's vocational guidance
by having access to print-outs

realistic eccuputionql
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S not Personnel -

-- Means of keeping up with job
requireme%ts, markets, pa,: scales

-- Way to hay., at fingertips it vide
variety o' infnrmation on lorld-
of-worx

-- Equipment to encourage ctudents'
vocational guidance

-- Sources of publications and
materials on occupations

- - Names of persons to contact in
business, industry and govern-
ment for further information on
jobs and field trip arrangements

- - Methods and materials for includ-
ing vocational guidance in
curriculum planning, development,
and instruction

Values Rendered:

- - Increases availability of relevant,
reliable, readable local occupa-
tional information

- - Broadens knowledge of "world of
work"

- - Allows exploration of many occupa-

tions

22u
- - Makes education more realistic

and related to career choices

-- Aids in career planning and
development to fullest potential

-- Informs of "education for work"
opportunities available - part-
time work, vocational education,
school-work programs, apprentice-
ships

-- Gives opportunity to relate
aptitudes, abilities, interests
and aspirations realistically
to job requirements

-- Provides better preparation to
become' successful worker, and
greater contributor to family
and community ,

-- Stimulates self-understanding,
creative thinking, decision
'slaking, goal setting and

achieving

-- Encourages vocational orientation
and productivity of the disadvan-
taged, potential dropouts, and
handicapped

- - Stimulates more use of vocational
guidance and counseling services

-- Expands the fields of study
chosen by students

-- Increases enrollment and number

of offerings in business,
vocational and technical courses.

-- Promotes motivation for mere
diligent application to education
program - tending to increase
grades and decrease drop-out rate



HAVE A CAREER
AND NOT JUST A LIVING- -
LEARN ABOUT VITAL

SEE YOUR COUNSELOR,
FOR MORE VITAL
INFORMATION !
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TABLE 11. CUM %iON NEEDS

Who? When?

Career education should be desi3ned to ,ive every youngster a genuine
choice, as well as the intellectual and occupational shills necessary to
back it up. Any youngster leaving school at any level without a "saleabl:
skill" needs career education.

Students lacking "sale able skills" are a diverse population in our
society. They vary in characteristics to as large an e:ztent as other students
with such trainin. Labels are only arbitrary classifications used to
describe persons with similar abilities or disabilities. A classification
cannot serve as the basis for defining, the type of pro:-,raz needed by a
particular person. Each person should be individually assessed so that his
program can be desisned to meet specific needs.

There are coon needs and characteristics of the students lackin
"saleable skills" that should be recojlized,as proLrars of service are planned:

1. ::ay fail to possess feelin:,s of personal adequacy, self worth,

and personal di,nity; lay have failed so often in school that he is prtvided
with a Ieelin of hopelessness. May also be unable to accept ti-e disabilit;
wLich Las been reinforced by society's ne:;ati ..e stereotyping.

2. May be frequently a disabled learner lilited in his capacity to
Laster basic colaun:sation skills and cor,putational-quantitati'e

3. May have limited mobility within his collmnity and thus have little
Lnowled6e of not only the mechanics of ettin, about, of how to use public
transportation, but also will lacy Lportant inf:,r1ation reardin, the
col.nunity;s ;eo,raphy. As a result, he ray not :iew hiLself as part of his
colomunity.

4. ay lac;, :,ersonal-social cl,aracteristicS intefere with iris
ability to function satisfactorily 'in a coLpetitie wor:. settin_.

5. :_ay oal orientation and particularly t:,at v, id'. relates
the selection of an occupational trainin:, area and the anticipation of
filfillment in that area.

ray unrealistic notions as tc wiat cccu,,ational area would
ha .:7st appropriate.

7. ray lac!. e.::;osure to worker rodels. This is particularly true of
the lar,e nmiher of youth wi.ose families are plagued by chronic unet.ployr,erit.

VITAL has been de:eloped to fit into curricular,,, instruction, and
counselin:, to help eacL stu.1-(It prepare for econotic indepenuence, personal
fulfillment, and an a:7preciation for the dinity of wori:.

0),s
4.4
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NEED FOR CAREER INFORMATION,
GUIDANCE AND EDUCATION

Career information, guidance and education is urgently needed
in Louisiana for:

1. 87% of the students who enter the first grade and do not
complete college

2. A wide range of reliable local and regional career information

3. Readily accessible and easily readable career information is
needed particularly by each of.the secondary school students in
eight educational regions. presently served by VITAL, includin\g
a large number of those who are disadvantaged, handicapped,
and potential dropouts, not going to complete college

Motivation of each student to diligently pursue an educational
program which will prepare him with saleable skills required
for entry in the career field of his choice

5. Use of modern technology to assist students in efficently
selecting careers to investigate

6. A system whereby students can assess their interests,
abilities, aptitudes, attitudes and aspirations and relate
them to occupational requirements

7. Counselors and teachers to have readily available local
occupational information for student use so their time can be
better spent in career guidance and education

8. A center for coordinating career information-gathering and
disseminating to prevent duplication of efforts

9. A systematic means of following up the career development of
individuals on a continuing basis, and to use this information
to improve career guidance and education

10. A clearing house for local, regional, state, and national
occupational and career information, benefiting from the data
and experiences of some thirty states havinc "VITAL-like"
programs in operation

11. Bringing together'more effectively the services of the
multiplicity of organizations and establishments concerned
with the career guidance, education, and employment of
individuals

2.4)
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NEED FUR CAREER GUIDANCE

Notw today's yotith have more occupational choices available thah

ever before. As these choices increase in number, the problems of making

reasoned choices becomes more and more complex.

When the increasing number of available choices is coupled with a reali-

zation of the increasing rate of change in our occupational society, it is

obvious that, for most of today's youth, more than one occupational choice will

be necessary during their working lives. This complicates matters still further.

When, in addition, one considers that, increasingly, occupational entry requires

a period of specific vocational skill training for most occupations, the

occupational choice problems facing youth become even more complex.

Without systematic assistance in the making of informed and reasoned

career choices, more and more youth will be faced with finding their occupa-

tional choices determined by chance factors rather than by their own decisions.

Our most precious right is that of the freedom each of our citizens is given to

lead his'own life, make his own decisions, and, to the greatest extent possible,

control his own destiny. We cannot allow this basic, human right to be eroded

by the increasing complexity of our society.

Career guidance for youth is a responsibility that, in today's complex

society, must be shared by many - including the schools, the home, and the

business-labor-industry community. Professional career guidance specialists

simply cannot do the job by themselves, no matter how hard they try or how much

their number grows. Career guidance for youth must be a total community effort

if it is to succeed. Given such an effort, each youth can be aided to make the

kinds of career decisions that will provide maximum satisfaction to the indi-

dual and maximum benefit to society.
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In these times, career guidance for girls, as well as for boys, assumes

increasing importance. Career guidance for minorities and for the disadvantaged

is essential for removal of the barriers of racism and poverty that still

prevent many of our youth from realizing their potentialities. Career guidance

for those faced now with problems of mid-career change is an increasingly

serious national problem. Career guidance for the gifted, for the slow

learners, for those who go to college and for those who do not are all obvious

categories of persons in need of career guidance. In short, career guidance

should be available to all persons of all ages in all settings throughout our

land. It can and will happen in your community only if responsible persons,

agencies, and organizations throughout the entire community are willing to join

in a united effort to help meet these career guidance needs.
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(WIDE FOP CARE;' WT:A-C7
Prepared ty

c7tudent ^cruices Rnreau, State Denartment of Fdur.atiln

The operational definition of career education in the Louisiana State Plan

for Career Education begins: "Career Education is a fundamentally student-

oriented process, geared toward the acquisition of skills by students which will

strengthen their ability to live meaningf1,1, enjoyable, and economically reward-

ing lives."

To implement a statewide program of career education, ten general objectives

are set forth:

'RP

1. To provide educational experience, which will significantly
contribute to the natural maturation process, ultimately
leading to the development of adults who are responsible
and self-dependent;

2. To provide counseling services designed to facilitate each
student's exploring the basic question, "Who am I?";

3. To'incorporate into daily school life, via the total curriculum,
experiences from kindergarten through post-secondary ,:itication

which are oriented to career development;

4. To provide specific skills designated as basic for any VT;
cluster;

5. To provide specific opportunities for student's to define
curricular experiences individunlly s,:ite to their need,-

and interests;

6. To provide a continuous liaison between school and the
outside world, particularly with reference to employment trends
and the availability of work;

7. To provide schools where students express a feeling that
they like being there;

8. To provide schools where yc people and their experiences
are the upperrost consideration and where the faculty and
staff are freed from much of the busywork restricting their
time;

9. To provide schools which complement to the fullest what has
been learned in prior years and where articulation between
school and existing institutions, such as governrent, religion,
and the family, is maximized;

10. To provide schools which conoleme:t to the fullest what .o.:th
sees arid exPer'ences in the world outride- -where articulatio: it
business and industry is max:nized.
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THE NEED FOR CAREER GUIDANCE

Today there are many social factors which converge to stimulate an in-

terest in the career development needs of persons of all ages. Some of

those are as follows:

1. Growing complexity in the occupational and orgnnizatinnal eqr,zture of
society which makes it difficult for a person to assimilate and
organize the data necessary to formulate a career.

2. Ever more rapid technological change demanding human adaptability
and responsiveness.

3. Increasing national concern with the need to develop all human talent,
including the talents of women and minoritie,7.

4. An ardent search for values which will give mennihg to life.

-5. The need for specialized tfaining to entry jobs.

6. The apparent disenchantment expressed by st.:dents who have difciculty
relating their educations to their

THE NATURE OF CAREER GUIDMICE

A career guidance program assists the individuli to ;--s;t-Alate ani inte-

grate knowledge, experience and appreciations relatLd > the following career

development elements:

1. Self-understuding, which in.:lude.: a pyrs,:,r': tcl ,tinshi ;o his own
characteristics cnd perceptions, and his rel.:tien h;i) to ot-L,rs and the
environment.

2. UnderstAnding the work society and those fatttrs that affee- its
donstant change, including worker attitudes a Oicipline.

3. Awareness of the part leisure time ray play in a personts life.

4. Understanding of the necessity for and the multitude of factors to be
considered in career planning.

5. Understanding of the information and skills necessary to ach:,we self-
fulfillment in work and leisure. A

An illumination of these content areas may include (.ireer r ex-

periences to insure that each individual:

- Gathers the kinds of data necessary to make rational career deci.,io;ls.

17.E
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- Understands the necessary considerations for making choices aad
responsibility for the decisions made.

- Explores the possible rewards and satisfactions associated with each

career choice considered.

- Develops through work the attitude that he is a contributor to life and

the community.

- Determines success and failure probabilities in any occupational area

considered.

- Explores the possible work conditions associated with occupational options.

- Shows an understanding of the varied attitudes ward work and workers

held by himself and by others. \

- Recognizes howWorkers can bring dignity to their work.

- Considers the possible and even predictable value changes in society

which could affect a person's life.

- Understands the important role of interpersonal and basic emplo'

skills in occupational success.

- Classifies the different values and attitudes individuals may hold and the

possible effects these may have on decisions and choices.

- Understands that career development is lifelong, based upon a sequen-

tial series of educational and occupational choices.

- Determines the possible personal risk, cost, and other related conse-

quences of each career decision and is willing to assume responsibility

for each consequence.

- Systematically analyzes school and nonschool experiences as he plans

and makes career-related decisions.

- Explores the worker characteristics and work necessary to achieve

success in occupational areas under consideration.

- Identifies and uses a wide variety of resources in the school and com-

munity to maximize career development potential.

- Knows. and understands the entrance, transition and decision points in

education and the problems of adjustment that might occur in relation

to these points.

- Obtains necessary employability skills and uses available placement
services to gain satisfactory entry into employment in line with occupa-
tional aspirations and b,ginning competencies.
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RESPONSIBILITIES FOR FACILITATING CAREER GUIDANCE

To assure program quality, consistency and sequence, some one person must

be asdigned responsibility for overall coordination of the career guidance

program. The competencies needed by that person include the following:

1. A thorough understanding of career development theory and research

2. Group process, human relations and consultative skills.

3. A knowledge of curriculum and how curriculum is developed.

4. Understanding of the relationship between values, goals, choices and
information in decision-making.

5. A knowledge of the history of work and its changing meanings.

6. An understanding of the changing nature of manpower, womanpower
and economic outlooks.

7. Familiarity with various strategies and resources for facilitating
career development, including the utilization of school, the community
and the home.

It is the position of this paper that the guidance specialist possesses many

of these qualifications and is in a position to coordinate the career guidance

program. Other educational personnel having these qualifications also are

in a position to coordinate the program.

The advent of career education has focused the interest of school people

upon the career development needs of young people and has provided an

opportunity for all educational personnel to extend their involvement. Career

guidance, to be functional in meeting the career development needs of today's

population, must be planned only after accounting for the needs of those to be

served and the impinging environmental conditions that exist. This means, then,

that the combined skills of the guidance team, vocational educators, academic

teachers, administrators, parents, peers and others in the individual's

environment need to be identified and appropriate learning experiences

provided to make full use of the contributions they can provide. For
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descriptive purposes these role 'definitions will be discussed under the

headings Guidance Specialists, Vocational Educator, Academic Teacher, Principal,

Peers, and Employers and Other Community Members.

GUIDANCE SPECIALISTS

The guidance team Las appropriate unders.tandings and competencies to

serve as facilitator and change agent in (1) assisting in school curriculum

development and instructional methods, (2) assisting the individual in his

. t
I,

career development, and' (3) communicating with parents and others. The

guidance team is composed of a number of sp,cialists including, but not limited

to, education persOnnel with the followin,-, titles: Elementary Career Development
/

Specialist, Elementary Counselors, Junior Career Exploratory Teacher, Orientation

and Group Guidance Specialist, Occu,ational and Educational Information

Specialist, Job Placement Specialist, Post-Secondary Student Personnel Workers,

Guidance Counselor, Cooperative Work ExperienLe Coordinator, Vocational Appraisal

Specialist.

The responsibilities of the gfildlnce team ca71 he cia,;ified as follows:

A. Program Leadership and Coordination

1. Coordinate the .dreer guidance program.
2. Provide staff with the understandings necessary to assist

each student to obtain a full, competency-based learning
experience.

3. Coordinate the asquisition and use of appropriate occupational,
educational and labor market information.

4. Help staff hndetstand the process of human growth and development
and assess need-, of specific individuals.

5. Help staff plan for sequential student learning experiences in
career development.

6. Coordinate the development and use of a comprehensive, cumulative
pupil data system that can be readily used by all students.

7. Identify and coordinate the use of school and community resources
needed to facilitate career guidance.

8. Coordinate the evaluation of students' learning experiences and use
the resulting data in coun,eling with students, in consulting with
the instructional staff and parents, and in modifying the curriculum.

9. Coordinate a job placement program for the school and provide for
job adjustment counselinp.

1 ( ' 2:19)



10. Provide individual and group counseling and guidance so that
students will be stimulated to continually and systematically
interrelate and expand their cxperiences, knowledges, understandings,
skills, and appreciation as they grow and develop throughout life.

B. 1. Help each student to realize that each person has a unique set of
characteristics and that, to plan realistically, each must appraise
himself fairly.

2. Enable each student to make use of available assessment tools and
techniques in examining his personal characteristics.

3. Assist students in identifying realistic role models.
4. Assist students in developing the employability skilh, necessary

for entry into employment where opportunities exist.

VOCATIONAL EDUCATORS

Vocational educators carry many of the same responsibilities as guidance

specialists in facilitating the career development of students who are en-

rolled in vocr.tionn1 education courses. Their unique contributions to a

comprehensive career education program may include the following:

1. Provide realistic educational and occupational information to students
and staff based on knowledge of occupational fields and continuous
contact with workers and work settings.

2. Identify and recruit resource persons in the employment community to
assist in the school program.

3. Provide exploratory experiences in vocational classrooms, labs, and
shops for students not enrolled in occupational preparation programs
and assist those teachers who wish to incorporate "hands on" types of
activities "ti their courses,

4. Identify -bask ana academic skills and knowledge neeueu to succeed in
the occupations of their field and communicate this information to
academic teach and guidance specialists.

5. Assist academic teachers and guidance specialists in designing appro-
priate occupational exploration experiences.

6. Provide students with information about vocational offerings which

guidance specialists can help relate to kinds of caroers for
which students can prepare,

7. Assist students enrolled in vocational programs to analyse and inter-
pret their learning experiences for better understanding of self in
relation to occupations and the world of work.

8. Plan and provide vocational instruction which prepares students to
enter, adjust, progress and change jobs in an occupational field.

9. Assist students in identifying a wide range of occupations for which
vocational instruction is applicable.

10. Encourage employers to assist in.expanding student awareness of
career opportunities.

11. Arrange observation activities or part-time employment for students
and school staff to help them learn more about occupations and work
settings.

12. Participate in the planning and Implementation of a comprehensive
career education program.

180
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ACADEMIC TEACHERS

The academir: teacher also has a vital set of responsibilities in career

guidance which requires the ability to accomplish the following:

1. Provide for easy transition of students from home to school, from one
school environment to another, and from school to further education
or employment.

2. ProviJe students with curriculum and related learning experiences to
insure the development of basic concepts of work and the importance
of those who perform work.

3. Provide group guidance experiences, with appropriate aid from guid-
ance specialists and vocational educators, to regularly demonstrate
the relationship between learning and job requirements.

4. Help parents understand anl encourage the career development process
as it relates to their children.

5. Provide opportunities .ithin the curriculum for students to have
decision-m,kine experience: related to educational and vocational
planning.

6. Assist student:, in synthe-dzing accumulated career development expe-
rience.; to prupare the for educational transitions.

7. Provide career exploratory experiences to help students gain an under-
standing of wcu-1er characteristics and work requirements.

8. Provide experiences tD help student!, increast their understanding of
their mm cipa!lilities, interests and possible limitations.

9. Provide for career preparation experiences that will enable the indi-
vidual to acquir0 skill. noce-,,ary to enter and remain in the world of
work at a l e . . e l appropriato to his capabilitio; and expectations.

10. Provide, ;t; ,-;ri of tne in- school lea-nng experience, oppor-
tunittes 'or tho onnerince wort tirst-hand in a non-
throat n n.v. 1-'1111-4 n!

PRINCIPALS

The principal c rrt.s alt ,tt it Oilit% in his building for the guid-

ance program. More ,,pecificAll:, his re<.prnsibilities are as follows:

1, Provide aotiv, ne.); nt an' -npport of the program.
2. Espouse the idta of .ar,er guid.ii.,e as a responsibility of each staff

member.
3. Commit him lc to dnd flexibility in program and

curricula: -.

4. Arrange for in- service education of staff in career guidance and human
relat ions.

5. Organize and encourage the development of a career guidance committee
composed of staff members,studentf,, parents and community leaders.

6. Provide necessary peronnel, space, facilities and materials.
7. Encourage cow,tant and improvement of the program.
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COMMUNITY MEMBERS

Although school staff members are extremely important in assisting youths

in their career development, there are other persons who also provide valuable

assistance. They include parents, peers, and other community members.

1. Parents -- Without question parents can and should be the most in-
fluential role models and counselors to their children. Having some

measure of direct control over the environment in which their children
have been reared, they have the unique opportunity to expose them to
experiences appropriate for self-fulfillment. As their children enter

public education, parents share, but do not aive up, the responsibility
for their development. Parents who take full advantage of the information
given them by school staff members concerning the interest aptitudes.
failures and achievements of their children, can use this background
of information to provide the following career guidance and counseling:

a.

b.

c.

d.

e.

f.

g.

Assistance in analyzing their children's interests, capabilities

and limitations.
Explanations of the traits required, and working conditions and
life styles of workers in work areas with which they are most
familiar.
Discussion of work values developed as a result of past experiences
and of. the consequences they have experienced.
Discussions of the economic condition of the family.as it applies
to the children's education and training needs and assistance
in planning a course of action.
Help in using the knowledge, experience, and services of rela-
tives, friends, fellow workers and other resources in exploring
the world of work and in planning and preparing for their children's

role in the work society.
Provision of a model and counseling to their children during
critical developmental periods of their lives in an attempt to have
children establish and maintain positive attitudes toward themselves
and others.
Exemplification of the attitude that all persons have dignity and

worth no matter what their position in the world of work.

n. Provision of situations that allow children to experience de-
cision-making and to accept responsibility for the consequences
of their decisions.

.. Maintenance of open communication between school and home so
that the experiences of both settings can be used in meeting
student needs.

j. Provision of opportunities for children to work and accept
responsibility in the home and community.

2. Peers -- As youths establish and experience interpersonal relationships
with their peers, they need to understand how to analyze and use these
experiences in their career development. A person's friends and
associates hole an intense effect upon his values, attitude formation
and career expectations. Opportunities should be provided to allow
young persons to share their ideas with each other.
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The guidance team is in a particular]fstrategic position to capitalize

upon the influence that young persons may have upon each other. Research is

beginning to demonstrate that peer influence can be harnessed and directed

to contribute to the favorable develcpment of youth. The strategy involves

teaching selected youngsters certain skills of counseling and human relations

and then using these young persons in a para-professional capacity. The use

of this or similar strategies will enable youth and young adults to accurately

perceive the challenges and responsibilities of being an active member of the

school's guidance team.

Employers and Other Community Members -- As contemporary schools open
their doors to allow for expanded community involvement, it is
appropriate to discuss the possible roles members of the community may
play. Employers, employees, clergy, retired workers, community agency
personnel and others should be viewed as potential guidance team
members. Educators and parents must be ready and willing to team up
with other community members, especially when they find a child needs
specialized information or assistance related to career development.
Employers should provide work stations and observation experiences
and be available as career speakers for school programs. Industry and
business should demand a significant role in the education of youth, rather
than the token role they've had in the past. Since employers can
provide actual work settings, staff who understand the traits of workers,
and skill competencies needed for entry jobs and job retention, it would
be tragic if education failed to utilize this resource.

Career guidance specialists, wort ,-, in cooperation with vocational ed-

ucators, can do much to encourage full use of all community resources avail-

able for career development of young people.

183
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Through the combined efforts in Career Guidance of the counselor, students,:
Nodal's, administrators, parents, and community, the student should be able to:

1. Identify and evaluate the values that govern his life.

2. Understand how his values affect his relationships with others.

3. Understand how his values may affect his career.

4. Identify his personality traits and distinguish those that are
desirable from traits that should be changed.

5. Analyze feeling toward social situations.

6. Role play interpersonal conflict.

7. Assess intrapersonal and interpersonal skills.

8. Identify decisions in daily beepersonal, social, and academic.

9. Recognize alternatives in decision-r tvIng situations.

10. Recognize and accept the consequences of his actions.

11. Observe and analyze systems others use in decision making.

12. Develop a personal system for decision-making.

13. Recognize how he has achieved some important goal in his life.

14. Examine daily activities and evaluate their contribution to
attainment of set goals.

15. Assume greater responsibility for plfluing his high school
curriculum.

16. Recognize various occupations compatible with his interests and
abilities.

17. Be aware of postsecondary school catalogues, applications,
financial aid information, etc., available from the school counselor.

18. Validate career decisions made in previous stages.

19. Demonstrate job interview skills.

20. Complete sample job and postsecondary school applications.

21. DemOnstrate minimum skills for job entry.

22. Evaluate appropriateness of additional educational opportunities.
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VITAL CAREER INFORMATION CENTER
P 0 BC If ,f".1 ,t 1. STATION
BATON I R hi ;oriO4

PROJECT OBJECTIVE

To develop a re;-i.,-,nally based career information center
which will furnish its servi -es statewide

OBJECTIVES OF CENTER

1. To provide current, reliable, 1)-alized career information
for use in career uivanon and education

2. Disseminate career information on large scale using modern
technology including microfilm and data processing

3. Furnish materials for improving career guidance services
L. Develop student follow-up system
5. Improve effectiveness of counsel-r as a facilitator of

career guidance and education
6. Develop lines of communication with counselors, faculty,

community so they will be more involved in career guidance
and education

7. Develop data on new advances and techniques in career
education and technical-vocational fields from which
new programs and curricula may be developed

8. Establish statewide program If oc-upational and career
information

ACTIVITIES OF CENTER

1. Collect and assemble pertinent information on career
opportunities using research and surveying procedures

2. Develop job descriptions of occupations,initial for
non-college bound student, disadvantaged, handicapped,
potential dropouts

3. Prepare and process Viewscript, microfilm aperture data process
cards containing specific occupational information

4. Disseminate microfilm aperture cards to schools
5. Research descriptive information about careers and

occupations
6. Participate in developinr Student Follow-up Studies and

surveys
7. Conduct in-service training for --unselor-coerdinators
8. Establish state, rerional and local VITAL Advisory

Committees
9. Aid Advisory Committees in securing career information,

guidance and educational materials and resource persons
for directories

10. Develop instruments for securing student self-evaluation
to use as data base to sort out Viewscripts for career
exploration

11. Cooperate with other sections of the State Department and
other agenci0 in coordination of manpower studies and
career infoHiation gathering techniques

12. Develop instruments for students, counselors and teachers
to evaluate occupational information, career resource
persons, materials and activities locally, regionally
and statewide

13. Encourage membership in LASCA, LVGA, LPGA, NVGA, APGA, other groups
14. Develop audio-viSual aids on occupational information to

supplement Viewscripts
15. Develop instruments to evaluate occupational literature

and audio-visual aids
16. Expand Center's staff, supplies,tiand

0 facilities to extend4.'1services statewide

le6





LIST OF RESURCE MATERIALS VITAL
Th-t7-,n 1

Alphabetical index -f Industries and Oecunations. Dept. of
Commerce. Washini2,1,)n: Government Printing Office, 1?71.

American Women of the Crossroads: Directions for the Future.
Department of Labor, Women's Bureau, Fiftieth Anniversary
Conference. Washington: Government Printing Office.

Delinauent Behavi-r. Department -f Health, Education,
and Welfare, Of.lee 3f Juvenile Delinquency and Youth Develop-
ment, JD F-:011.'11)n 77. Washinr:ton: Government
Pr.ntin

Annotated Bibli':ra:-,hy on Children, An. Department of Health,
Edu-ation, anri Welfare fr the White House Conference on
Childre: , Drnar-lent Library. WashiL:-ron: Government

, a7..

Annual Mang, : ^r ?3ennin,- L'olisiana Dept. of Employment
re'7i,3,,' annually

Annual Rep -rt F--4,ra1 Civilian. Emoloynent 12z Georraphic Area.
Civil :,-:%.75777.:1,r, Pamphlet Sm Washington:
G)vrnne.r Fri:,t2n:7 Office, 1170.

A)ki, T. "T-rard the C)ntr..)1 ,f Education on a
r-ry Alb,:rta, The H-obera Curriculum Story,"

o)1 ,.y and Educati,: I:esletter, V11. IV, Nn. 2.

Annenrilx A: .1 Terms User? (in Careers in Education).
Dent. V,-1 Are, Sur,,au of Educational
Per.- Dtv-1 EduraL7 Washin,.-ton:

Aoorentir:. Wa- t, a S'dllcd Craft, Dent. of Lab ,r, Man-
'p-r.)or A Pr;litin- Office.

Area 110:.r LThuisini a Dcpartm- r t Ernplyment
Se

Are Wa-r Maur: Arthur-Oran,--e, Texas, Metron,,litan
Area, May 117;). Dept. of Labor, Bureau of Labor Statistics
Bulletin 1775-82. Washington: Government Printing Office, 1973.

Art Curriculum Guide K-12. Louisiana State Department of
Education, 1)73

Ashby, L,y,1] D. rr ,Ifth Patterns in Emnl-ynent 12.-L County, 1)L')-1-)50
and 1 45")-i d,"). Drnt. r'ffi^,) -)f Business

Printin,.;



Assisting Vocational Development ir the Elete=tary School.
Washington: National Vocational Gqi:lance-Association.

Attendance at Task Force and Rcrional Workshops IL/ Race.
Louisiana State Departme.t of Education, Career Education
Workshops, In-Service Training.

Bailey, Larry J., editor. Facilitati!,N Career Development: An
Annotated Tdbliography. Statc of Illinois Board of
Vocational Education and Rehabilitation Division of
Vocational and Technical Education, 1970.

Barbar, James. "Helping Johnny Ne-nanic Conquer English,"
American Vocational Journal, March 1?72.

"Basic Education," Breakthrourh fcr Disadvantaged Youth.
Dept. of Labor, Manpower Administr1LIon. Washington:
Government Printing Office, ifl.

Bobo, James R., and Dean A. Dudley. rs. Statistical
Abstract of Louisiana. _th cditl-n. Division of Business
and Economic Research, College of Bu ::loss Administration,
Louisiana State University ir. New Orleans, 1971.

Bottrell, Harold R. Community Resources. Houston, Texas:
University of Texas, 1966.

Breakthrough for Disadvanta:ed Youth. I) -f Labor, Manpower
Administration. Washington: Printing Office, 1969.

Brockhaus, Joyce. Improving Eml,hat'- 1: -f Paraprofessionals:
An Experimental Program. Gradt,tc. -ran, Psychiatric
Nursing, University of Miss,,urj.

Basic Goals for Elementary Children, Seven and Eight.
Bureau of Indian Affairs. Wahl -,-!.: Government Printing
Office, 1O66.

Burford, Roger L. and Sylvia G. Murzyn.
by_ Abe, Race, and Sex, for Louisiana
198 . Baton Rouge: Louisiana State
Business Administration, Division of
Papers No. 10, 1972.

Population Projections
and its Parishes, 1970 -
University, College of
Research, Occasional

Byrn, D. K. Career Decisions. Washington: National Vocational
Guidance 11.77771J1777-TT7)

Calhoun, James, editor. Lottliana Almanac 1973-1EL. Gretna,
Louisiana: Pelican ?ablichinr C-mpany, 1)73.

a,Capital Resource Conservation and Deel pmcnt Project. Capital
Resource Conservation and Deelopment Project,
Sbil Conservation Service, U. S. Arriculture Dept., Baton
Rouge, 1972.
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Career Education: A Handbook for Proram initiation. Louisiana State
Dept. of Eduation, Divisi,n )1' Vocauional-Technical
Educatin.

Career Education, A Report of the North Carolina Career Education
Task Force. North Carolina Dept. of Public Instruction,
Curriculum/Administration Series, 1273.

Career Education and the Businessman. 1.14, S. Chamber of Commerce,
1273.

Career Education for Career Development. Portage, Wisconsin:
Cooperative EducaTT7nal Service Agency 12, Curriculum Guide

Carr Dr

Career Education, K-,), Community Resources, Field Trips and
Resource Volunteers, the World of Work. West Des Moines
Cocrimuniuy District.

Career Edu:'a:1-n Ron --,:'t, University pf WisconsinStout.
Blair, Eduati,nal Center, Area "C,
June 1.77.

Free- f-r Students. Bat-,n R-y).7e: State
Den:. Edt-a71 .-., 1 .71.

Career Mr,b1.7,.:1-.y f-r Paranr)f'essi)nals 1!: Servi.7e.
Dent. 1.:DTA Experimental
and t G:%ernment

Careur Career
. ?err -7,:irince Ars c7aton.

Carer . D- :la; r)-wor Administration,
a!_n ra-:1 Government
?rintir-

Career 7Z-ril. Inn ns, m)nthly.

Careers r. Careers and Vncatimal Guidance.
77, ,ubleday C)mpany,

Inc., 1)._)7.

Catalog, Publications. Dept. of Health, Education, and Welfare,
January 17)72.

Civil Service Journal. Civil Service Commission. Washint)r.:
I ' tnn

Clubs an ] ArfThirs Dept.,
Bat )n R).1 -e Area Cna-lbrr C.)mmerce, rcvised annually.



Coleman, James S. "How Do the Young Becomd Atha-WV. Phi Delta
Kappan, December 1972.

Community Services Directory. Baton Rouge: Capital Area United
Givers17.17117.-Eg Council, 1971.

Convention Summaries, Abstracts and Research Reports. Washington:
American Personnel and Association, 1973.

Cook, Demr,ond L. Program Evaluation and Review Technique,
Applications in Education. Dept. of Health, Education, and
Welfare. Washington: Government Printing Office.

Counseling and Guidance: A Call for Change. 6th report.
National AdVouncil on Vocational Education, June 1, 1972.

Cox, Walter H., and Joseph A. Enright. VIEW for the fic.dicapped,
Teacherls Guide for the Pre-Vocational Orientation and Cross-
Occupational Skill fi7gInTEE 3f Educable Mentally HaTiMapped
Adolescents. Vocational Education Division, Office of the
Superintendent of Public Instruction, State of Indiana, 1971.

Crude Petroleum and Natural Gas Productipn August 1972. From
Industry Wage purvey'. Dept. of Labor, Bureau of Labor
Statistics, Bulletin 1797. Washington: Government
Printing Office, 1973.
6

Current Labor Market Developments. Part 1.
Hearings before the Joint Economic CHIT-Littee, Congress of
the United States, Ninety-Second Con.--ess, First session.
Washington: Government Printing 3C 19 72.

Current Labor Market Developments. Par, 2. Hearings before the
Joint Economic Committee, Congress c the United States,
Ninety-Second Congress, First sessi,L, 1972.

Dictionary of Occupational Titles. Defll_itions of Titles. Vol.
1; 3rd edition revised. Dept. Di Lab-)r, Manpower Administration.
Washington: Government Printing Office, 1965.

Dictionary of Occupational Titles. Cccloational Classification.
Vol. II, 3rd edition revised. Dept. of Labor, Manpower
Administration. Washington: Government Printing Office, 1765.

Dictionary of Occupational Titles. Selected Characteristics of
Occupations Worker Traits and Ph:isical Strength. Supplement
2. Third edition. Dept. of Labor, Manpower Administration.
Washington: Government Printing Of.'ice, 1768.

Directory of Louisiana information R(,0-)ur-os, A. Louisiana
Polytechnic Institute, Agriculture Engineering Department, 1970.

Drier, Harry N., Jr. "Career Development Activities Permeate
Wisconsin Curriculum," American Vocational Journal, March 1)72.
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Dunn, Charlota J., and Bill F. Payne. World of Work: Occupational
Vocati,,rai Guidatce in the Elementary Grades. Dallas, Texas:
The Leslie Press, L)71.

Employer's Guide t.) On-the-Job Training Under the Manpower
Development and Training Act, An. Dept. of Labor.
Washington: Government Printing Office.

Employment and Earnings. Dept. -)f Labor. Washington: Government
Printing Office, monthly.

English ana_Federal Government, Section for Student. Dept.
of Justice, Immigrat2on and Natura1iaTi7n Service, Home
Study Course. Washixgton: Government Printing Office.

English and State Government, Sections for the Student. Dept.
of Justice, Immigration and Naturalization Servir!e, Home
Study C'7,urse. Washington: Government Printing Office.

Equal Job Opportunity: A National Goal. Equal Employment
Opportunity Cpmmission.

Ervin, Sharon. Everyman's Glkide: An ERIC Search System for
Social Studies Teachers, Consultants, and Librarians, Reference.
No. 1. Boulder, Col-rad-: ERIC Clearinghouse for Social
Studies/SJsial S3ier.ce Education.

Exploring Menns )f Overc)min_r the Problems of Transition from
Trainig to Work. Final Report. Dept. of Labor, Manpower
Administran. Washin,-ton: Government Printing Offioe,
1771 (nIrle:YatAied).

Federal Funs ,r Day Care Pr_*c:;ts. Dept. Lab ;r, Women'
Bureau, 1,..777171ient Fannhlet lL
(revised). : (3',vcrnment Printin--- Office.

Finding J-Anc f)r A Klt -f f_ Hana:cment. Dent.
of Lab-,r, Nann-)wer :4nn-ller/Automation
Resear-h . . WaL11:t; '-vc.rnnent
Offie,

2herl: 1.1., '1.n; J npnr.ec L. van 3, C:e ar
Geom:)rnhic Acn-_-ts J ltaic Pr-)2essec, :I.issiscinni Delta
Systen. Rcn ,r` 1. Bat CeLter, f r Wctiand Res- r-3,

7amb:r , Th -h: The Exn: ry
ii)cational urnal, Narith 1972.

Gar;r, Cr L. The Commercial Crawfish Industry in South Louisiana.
:sat)n Rouge: Center for Wetland Resources, Louisiana State

G1',ssar Rc1aLL : c War-( 2rnc.
73 . Wash', G-)verhnc..,

I ):2/1,J
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Currt.! t ar 1(. :)k . VITAL Career
In:' ormation Center, 1 f7',

Glossary of Terms (Vi AL) ':ITAL Career Information Center
(from Wisc:nsin and -.11-1-r ntate career curriculum guides,
glossaries and dictionaries) .

Cowan, J. f.r, Parents of Able Children.
Distributed by AssociaLi,-,n for Gifted and Talented Students
in Louisiana.

Grimes, Edna M., ,-ompiler. Career Education. December 1972.

Growth Patterns in Emlo ;.nt b7 County, -1b0-1")52 and 1950-1960.
Vol. Sol'JI-Ica,;t. Dept. Commerce, Office of Business

Julle f,r the T:tilI-:atL r -7 Armed S,-rvices Vocational Aptitude
Batterre:',. V ,:a r-r,77,777-7.t':de Guide. Armed services,
V)cAti.nal Antitudf P51.tteoy.

Guide t ) Ff_'deral fiarr'er Civil Service Commission.
Govf,rnmft Off'ice, 1971.

1-1Ji(de national Llf)rmation. Dept. of Labor, Manpower
A-177:r:7771-ati,, -},vernment Printing Office.

1 a 7

As fl 1. *r
i a,

C. del in; 7

Hanf;on, 4.

, Occupational Mater-
-t :s.ruidance

i,:valuation of Career Information
rs)nnel and Guidance

,r.rupational Films.
Cujriarice Association.

Labor, Manpowe
-:errment Printin Office, 1972.

. yf'Labor, Manpower
lf;lt Printing Office, 1970.

1,:t. )f Labor, Bureau of
'.1)vernment Printing Office.

oarf?(,r 'rant ices in School and Community.
Guidanoe Association.

7 in Management.
Division of Research,

T. :,isTana State University,

ot)



Secti)n 2

Harvey Bertcher, and others. Role Modeling,-Role Playing: A

Manual for Vocational Development and Employment Agencies.

Health and Medical Careers Handbook. Philadelphia School District
Vocational Guidance Service, United Health Services, Inc.

Health Careers Guidebook. Dept. of Labor, Manpower Administration.
Washington: Government Printing Office.

Health Films. Louisiana Division of Public Health Education.

High School Senior Girls and the World of Work: Occupational
Knowledge, Attitudes, and Plans. Research and Development
Series N. L2, The Center for Vocati)ral and Technical
Education, The Ohio State University, 1'771.

Holland, John L. A Guide to Education and Vocational Planning,
The Self-Directed Search. Palo Alto, California: Consulting
Psychologists Press.

Holton, Wilfred E., and Perry H. Howard. Poverty Among the
Louisiana Parishes, a Composite Picture for the 1960's.
Bulletin I1io. '202, institute of Urban and Population Research,
Loujs1n:..a Unl%zrsity, June 1-)72.

Hopke, William E., editor. Dictionary of Personnel and Guidance
Terms. Chica,:-), J. G. Fen:us )1-1 Publishing Company,
1)6.

'Hotline. Dept. Health, Education, and Welfare, Social and
Rehabilitatir Seri: ire, Yuth Devpment and Delinquency
Preventi-n Adrinistratiln, Pl,b1.1:,.atinn DREW (SRS) 72-26006.
Washinrtr.: (..1-)vern-lent Frintin-

Hoyt, Kenneth anc_] Career Choice,"
Americar J)11rnal, ?March lT7P.

Career Guidan,, Week Kit. Washington:
Nati-snal r -at: nal 3ui,1a2.ce Ass)-iati)n, 1:113.

index t) Pbli'a1 -z ,f Mar-I',1er Ad-FInIztratim. Dept. if

Labor, Mann Woshington: Government
Printin

Industrial Arts Curriculum Guide Middle Schools 6-9. Baton Rouge:
Louisiana State Department of Education, 1973.

Industry Wape Survey, Auto 22a1212 Repair Shoos. Dent. of
Bureau of Laty)r Statiss. Wachinz: Government Printing
Office, August 1)6).
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Industry Wage Survey, Banking. Dept. of Labor, Bureau of Labor
Statistics. Washington: Governme,,t Printing Office,
November 1969.

Inform. National Career Information Center. Washington. American
Personnel and Guidance Association, monthly.

Information Utilization Vocational Educators. Research and
Development Series No. 90, Center for Vocational and Technical
Education, The Ohio State University, March 1973.

In-Service and Pre-Service Training Outline, Elementary, Middle,
and Secondary Schools. Indiana Career Resource Center.

Instructional Materials Laboratory Catalog. Instructional
Materials Laboratory, Dept. of Practical Arts and Vocational-
Technical Education, University or Missouri, Columbia.
1970-71.

Interim Report on Parish In-Service Ac-,:vities. Baton Rouge:
Louisiana State Department of Educ-ttl, 1973.

Introduction to the Vocational Rehabilitation Process, An.
Dept. of Health, Education, and Welfare, Rehabilitation
Services Administration, Washington: Government Printing
Office, 1967.

Introductory Materials for Group Guidance in the Elementary
Schools. Chicago: Board of Educati,L City of Chicago, 1971.

Job Bank, The, Using a Computer to Bri-- People and Jobs
Together. Dept. of Labor, Manpower
Washington: Government PrintirT

Job Guide for Young Workers. Dept:. of L,11.1-)r, Manpower
Administration. Washington: C;^vernment Printing Office,
1969-70.

Jobs for America. Dept. of Commerce, Economic Development
AaMinif7Fatfon, Annual Report Fiscal 1')70. Washington:
Government Printing Office, 1770.

Jones, Lamar B., and G. Randolph Rice. An Economic Base Study of
Coastal Louisiana. Baton Rouge: Center for Wetland Resources,
Louisiana State University, 1974-

Knapp, D. L., and J. H. Bedford. The Parent's Role in Career
Development. Washington: Natio-Eal Vocational Guidance
Association.

Labor Area Trends. Baton Rouge: Louisiana Dept. of Employment
SeTaFity , 1972 -73.
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Lahaye, Harold, and Erin R. Gunter. Wood Using Industries of
Louisiana. 8th edition. Bulletin No. 6, Louisiana Forestry
Commission.

Laramore, Darryl. "Career Education Concept Filters Down,"
American Vocational Journal, September 1972.

Lee, Jasper S. Occupational Orientation, An Introduction to
the World of Work. Mississippi State University.

Looking at Private Trade and Correspondence Schools: A Guide to
Students. Washington: American Personnel and Guidance
Association.

Louisiana Directory of Manufacturers: Louisiana Dept. of
Commerce and Industry, 1970.

Louisiana Labor Market. Baton Rouge: Louisiana Dept. of
Employment Security, monthly.

Louisiana Manpower Needs. IAPES Employer Institute (15th).

"Management by Objective-s," U. S. Civil Service Journal, Vol. 114,
No. 2, 1973.

Manpower. Dept. of Labor, Manpower Administration. Washington:
Government Printing Office, monthly.

Manpower Development and Training, Preparing People for Good Jobs.
Dept. of Labor, Manpower Administration. Washington:
Government Printing Office, 1969.

Manpower Planning and Utilization. Civil Service Commission,
Personnel Bibliography Series No. 3). Washington: Government
Printing Office, 1971.

Manpower Report of the President. Dept. of Labor. Washington:
Government Printing Office, 1972.

Manpower Report of the President, Including a Report on Mannower
Requirements, Resources, Utilization, an0 Traininr,. Dept.
of Labor. Washington: Government Printing Office.

Manpower Research Inventory for Fiscal Year 1969. Dept. of
Health, Education, and Welfare. Washington: Government
Printing Officio, 1970.

Manpower Research and Development Projects. Dept. of Labor,
Manpower Administration. Washington: Government Printing
Office, 1971.

Manual for the USTES: General Aptitude Test Battery, B-1002,
Section I: Administration and Scoring. Dept. of Labor,
Manpower Administration. Washingt-m: Government Printing
Office, 1970.

Manual for the USTES, General Aptitude Test Battery, Section IT:
Norms, Occupational Aptitude Pattern Structure. Dept. of
Labor, Manpower Administration. Washington: Government
Printing Office, 1970.



Manual for the USTES, General Aptitude Test Battery, Section III:
Devel- opment. Dept. of Labor, Manpower Administration.
Washington: Government Printing Office.

Manual for the USTES, General Aptitude Test Battery, Section IV:
Norms Specific Occupations. Dept. of Labor, Manpower Administra-
tion. Washington: Government Printing Office.

McKinlay, Bruce. Model Training Outline: Use r Labor Market
Information in Career Counseling. Second r,..%riew draft, 1972

McKinnerney, Beryl, and Donald L. Clark. Marine Occupations in
the Texas Coastal Zone. Texas A & M University, Sea Grant
College, College of Education, 1973.

Mental Health and Manpower Employment Adjustment for Psychiatric
Patients. Dept. of Labor, Manpower Administration, MDTA
Experimental and Demonstration Findings No. 2. Washington:
Government Printing Office, 1968.

Menuet, H. C. 1971 Roster of Contractors. Louisiana State
Licensing Board for Contractors, 1971.

"Metropolitan Area Statistics," Statistical Abstract of the
United States. Dept. of Commerce, Bureau of the Census.
Washington: Government Printing Office, 1971.

Minnesota 1971 Salary Sury...a, Hospitals and Nursing Homes.
Minnesota Dept. of Manpower Services.

Minority Business Ouortunities, A Manual on Opportunities for
Small and Minority Group Businessmen and Professionals in
HUD Programs. Dept. of Housing and Urban Development,
Office of the Assistant Secretary for Equal Opportunity.

Mobile Training Unit Programs. Indiana Career Resource Center.

Morgan, Robert L., and others, oditors. Synopses of Selected
Career Education Programs, A National Overview of Career Educa-
tion. Vol.1. Raleigh, North Carolina: National Center for
Occupational Education, North Carolina State University.

Morton, J. B., and others. OTIS (Occupational Training Information
System, Cycle Five Report 1973. Oklahoma State Dept. of
Vocational and Technical Education, Division of Research,
Planning, and Evaluation, Information Services Unit.

Moyer, P., and E. W. Schloch, editors. A Directory of Preparation
Programs in College Student Personnel, 1970-11. lmerican
College Personne' 'sociation.

National AssessmentRe orit .2., 1969-12 Assessment Parental Education, by
Color,Size,ana e of Community. National Assessment of
EducatiallTFogress, 19'72.

Negro Women in the Popuaation and in the Labor Force. Dept. of
Labor, Wage and Labor Standards Administration. Washington:
Government Printing Office, 1967.
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Neighborhood Youth Corps, The: A Review of Research. Dept. of
Labor, Manpower Administration, Manpower Research Monograph
No. 13. Washington: Government Printing Office, 1970.
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Planning Use of Resource
Plans for expansion of zam
Poster, VITAL
Preface t-

Preparation for Use of
Presentation by Resource Peron
Previous Activities Required b,-forc Jcb
Procedures for Coorlinatinc 7-; 11
Production of Aperture Cara
Production Center (VITAL) . .113-
PrOductioh Flowchar of VI-,- . -rir'

Programmed Data (Renoir-c, ''',7

Program Reaction Survey
Promotion Paths on Job :onz.1 ;n-rmation Survey
Publicity
Public Relations (Commurj-,:

on) 136, 140

91, 95B
139B

91, 95A
47-50, 125-129

18

170

47) 50-52
51, 125-130

92, 94B
22

..91 10
2 3

:lm aperture cards-9, 10
L9
166

03, 94B
9, 97, 98, 168-170

15-18

Qualifications for Work

Random Log of Career Desk,` ".t..-. . I -_.

Rank Order of Types of Emplo7cr: Hns In- ---r:-
Rating Unit Activities
Reaiing Material:
Requirements for

Resources, How Can Your ii?;. nn

Resources-, -Material:, _

Resource Persons ani Material 11.11--.
Resource Person:, Arrangin.: .

Resource Persons, Arrangin,--
Resource Person-, Arr-in-i- - V"-
Resource Person:, Defin, !-

Resource Persons, Follow-Up
-Resource Persons, How Can
Resource Persons, How Li s4 r
Resource Persons, How Lcca-c-''
Resource Persons, Letter.,

Resource Person:, On-it'' V:
Resource Persons, Flannin,-
Resourcej'erson.,
Resource Persons, Pr;:senLa;,:o

Resource Persons,
Resource Persons, Ropor',ir
Resource Persons, Rotirei I;,

Resource Persons, Sclf-ivalu:.,

136-153

165

:employment -B. R. Area 84
. 160

49, 117-118, 122-123
,n Membr.,Tests-Job..91, 94A

114
4q, 116-1'4, 187-203

117-120

39

42, 47
-"1 "rip ') 40 %

c11-9 43
52, 130-132

Usei? .....

46

45, 113-120
116
121

47-50, 125-129
47, 50-52

51, 125-130

133
29,.38,

132

Lh

/-41,-,0(
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Resource Pers,_ns, Suggested F)rm for Evaluation of resource Person 130-1

. Resource Persons, F,up,pested Letter to resource persons 132

Resource Persons, Teaonerfs Rtborting Klrm 133

Resource Persons, Use 36-52

Resource Persons, When Used? 43
Resource Persons, Workers who have retired 29, 38, 113-121
Retrieving Information on VITAL Viewscripts and Student Data Forms 6

School Coordinat-;r, , lo, 22, 24,32
School Subjects, Achievement before Job.. 90, 94B
Sequence Chart,Occutat.--Dhal Information Survey 80

Self-Evaluation, Personal .:tuaiifir:,tions for W)rk 136

Self-Evaluation, ro-- ,urr , .139A
Self-Evaluation, Stule:,,s 17, 136-153
Services Jf CITAL ,Arr,,r 1.. 18

Skills, Srerial -s) 146-8
Skills, Those Knowli-es .154-158
Skills, Those Needed '_;1 7.ntry Job.. . .90-94
Sources of Occunational 35
Speakers at. ....... . 46,.125-129
Speakers, "iuideline for 128-129
Standard Industrial :lassificatioz.4 (SIC) of employers 86, 90, 93A
Student Evaluation of IITAL program 13-14

Student .,164

Student Informati-)n :, .101-163
Student Invcive-e.. ..23-29, 176-182

St-dent 17, 136-153
Student ..... 175-184
Student, 0160

Student, .67-68
S...wpertt 132

Sngpertud -4 (---,er 130-131
Suppe' t, 126 -127

100=-101

Cutr. : "04Pr: : 33
Survey,,F-.:)w- 99, 100, 101
Survey f.prm, 89

Survey F,-)rm, 4. 87-96
Survey N-, . .. ...... Are ..... 0004O.0.0.0094097"98

Talents and Special Skills 14g-148
Teacher, Evaluation of Studer, Form 164

Teacher, Involvement 29, 30-32, 176-183, 186
Teachers' R'''n*t.rle 7 .. .. .....133

Telephone F 0100-101
Temperame.4 .y 137-140
Traininp, Kinds -4ni ur :4ueded before job. 90 -.94A

Training, Fin,-.0 hnd Am %N.Y.', T
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U

Unit Activities, rating by
Unstructured System for UJing VITAL Program
Updating VITAL data on View.-:!ript Mictofilm Aperture Cards

Use of Resource Persona
Utilization, Coordination of VITAL Program in Schools.
Utilization, Coordinator Functions
Utilization, Coordinator Qualifications
Utilization of VITAL Occupational Information

V

Values, Occupational
Values of VITAL program
Versatility of Microfilm Aperture Cards
Viewscripts 9, 10,

160

31

6

36-52
22

24

32

30

149

19

6
99AB, 108-109

Visits, On-Site (Field Trip) 48, 110-111, 121, 125,134

Visits, On-Site (Field Trip) Irlf'cr-,ation For:. 121, 125, 134

VITAL, Activities, Objectives 186

VITAL Advisory Committee 112

VITAL Brochure-Services, Values 168-169

VITAL Glossary 71

VITAL, Need for Program 2

VITAL Objectives 7, 186

VITAL Occupational Information Survey Forms and Cover Letters..8, 9, 87-96
VITAL Organizational Chart .79

VITAL Poster 170

VITAL Uses
Vocational Needs .151-152
Volunteer, Project (To obtain Resource Person-) 120A -J

Wages, Salaries, Commision on Cocupational Information Survey 91, 94B

What Are Your Human Rosource' 113

What is VITAL to You`: 168- 169

Work Aijurtricr,t 159

Work Environment an! Workin: Sonlitions cf Oc.cup..tion 91, 95A

Work Force .1,1mmary, Loui:i%n%:.LGui-iana industries 81A,B

W3rking C/5A, 13913
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